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Richer Beauty—Goodall Case- 
ments add modern beauty to offices 
in a wide range of luxurious weaves 

..and diaphanous textures. Pat- 
terns, solids, and decorator colors 
harmonize with or set the decorat- 
ing theme. 


Light Control — Goodall Case- 
ments cut the harsh glare of sunlight, 
help provide soft, natural light at 
maximum distance from windows. 


Noise Control—Goodall Case- 
ments actually absorb sound instead 
of bouncing it back like hard, flat sur- 
faces. This noise-muffling property 
helps cut distracting office clatter. 


Longer Wear — Goodall Case- 
ments are Blended-to-Perform...a 
variable blend of Angora, mohair, 
rayon and acetate. Each fiber is 
chosen for its virtues . . . for longer 
wear as well as beauty and luxury. 


For full information on the wide choice available 
write: Goodall Fabrics, Inc., Casement Div., 525 
Madison Ave., New York 22, New York. 


*Reg. T. M. 
© 1952, Goodall Fabrics, Inc. Subsidiary, Goodall-Sanford, Inc. (Sole Makers of World-Famous PALM BEACH Cloth) ee 
GOODALL FABRICS, INC. NEw YORK « BOSTON* CHICAGO* DETROIT*SAN FRANCISCO* LOS ANGELES 


Leading 


Companies 


Use 
Goodall 


Blonded-to“Ferform 


Casement 
Curtains 


~ The Chase National Bank 


BROADWAY, CORNER OF 73rd STREET, NEW YORK CITY 


is another famous Goodall Installation 


Low Maintenance —G oodall 
Casements resist wrinkling, stay 
fresh longer. Dust virtually slides off 
their smooth surface. Thanks to mul- 
tiple processes that minimize shrink- 
ing, sagging, or stretching . . . they 
can be washed or dry cleaned. 
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Your office will 


be efficient, 
economical 7 
and attractive . fi | Se. when you select 
yo 3 the dealer who 
features... 


Steelcase office furniture is engineered to give you the maximum of 
efficient working space in the minimum of floor area. Steelcase features, 
such as standardized, interchangeable parts, permit convenience and 
flexibility to job requirements which cannot be duplicated. And, Steelcase 
office furniture is truly beautiful in exclusive modern colors, new metallic 
finishes and matching upholstery and tops. Your local Steelcase dealer, 
trained in efficient office layout, will gladly help you select the Steelcase 
equipment best suited to your particular needs. 


Voy Look for Steelcase in the classified 
section of your telephone directory. 


STEELCASE 


For new ideas in office planning, write for ‘Tooling Up Your Office’”’ Business Equipment 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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An Attractive Office 
= makes a 


WHILE IT TAKES more than 
merely smart appearance to sella 


+ 


product, that first impression your “95 4 ee 2" Wi: ie. ly GE Ad Oe . 
salesman makes is mighty important. Your é ie a is gas er ofA Bere 
- i z - 
” . ‘ Lf ; oy +94 M 
office is your salesman, too. Its furnishings . . . “hi iss ft pe) ee me 


its whole appearance . . . reflect you . . . your personality 


of 

. your thinking. It says to your visitor: “The same care, tic 
good taste and sound judgment exerted here will go into your of 
ms 


problem . . . into all our relationships.” For many years, office interiors 
created by Macey-Fowler have been producing valuable ‘‘first impressions that last” for both small organizations 
and the country’s largest corporations. Why not let an office designed by Macey-Fowler ‘speak volumes” for you? ‘ 
Visit our showrooms where you can see typical offices set up in 
“model room” displays. Or, write for handsome illustrated catalog. 


é Macew- fowler : 
Ty INCORPORATED i 
-— 305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 | ¥ 


at Fine Executive Furniture in Both Wood and Steel 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


ABC Month 
OCTOBER is ABC month—proudly 
observed by publications such as 
Office Management and Equipment, 
only magazine in its field with mem- 
bership in the Audit Bureau of Cir- 
culations. 

In the early days of business paper 
publishing, many readers and even 
some advertisers did not fully realize 
the extent to which their interests 
were protected by the presence of the 
ABC seal of membership on the mast- 
head of a business magazine. 

Today the understanding of what 
ABC membership means in maintain- 
ing high publishing standards is 
much more widespread. Realizing 
that membership is open to: any pub- 
lication meeting ABC circulation 
standards, subscribers, as well as ad- 
vertisers, have learned to look first for 
the ABC insignia when considering 
the value of a publication. 

Office Management and Equip- 
ment also takes pride in the fact that 
itis a member, exclusively in its field, 
of the Associated Business Publica- 
tions (ABP), the national association 
of leading paid circulation business 
magazines. 


= wi 

KARL Member of Audit 

O hy Bureau of Circulations 
4 2 D Member of 


Associated Business Publications 


es 


Volume XIII OCTOBER, 1952 No. 10 
In this issue 
Pity the Poor Boss! (Editorial) .................. 19 
Systems and Procedures for Management Control .... 20 
By John B. Joynt 
Big Meeting for SPA in New York ................ 23 
1952 Winners of “Office of the Year” Awards ...... 24 
Million Dollar Business Show ...................- 26 
By Walter A. Kleinshrod 
Tradition Bows to Fresh, New Decor .............. 28 
Office Management Conference for AMA .......... 30 
What Is Involved in Office Design? ................ 32 
By Homer B. Harrison 
Office Furniture Week—What it Means ........... 34 
Equipment Round-up ......... 6... 6-620 +2e+e8: 41 
This month: File cabinets and transfer and 
storage files 
xe 


Published monthly by 
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An Attractive Office 4 | 
tekesa fo %& 
First Impression Last! 


WHILE IT TAKES more than 
merely smart appearance to sell a 2 
product, that first impression your | ey) 
salesman makes is mighty important. Your 
office is your salesman, too. Its furnishings . 
its whole appearance . . . reflect you . . . your personality 
. . . your thinking. It says to your visitor: ‘The same care, 
good taste and sound judgment exerted here will go into your 
problem . . . into all our relationships.”’ For many years, office interiors 
created by Macey-Fowler have been producing valuable “‘first impressions that last” for both small organizations 
and the country’s largest corporations. Why not let an office designed by Macey-Fowler “speak volumes” for you? 
Visit our showrooms where you can see typical offices set up in 
“model room” displays. Or, write for handsome illustrated catalog. 


Macew fowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


ABC Month 
OCTOBER is ABC month—proudly 
observed by publications such as 
Office Management and Equipment, 
only magazine in its field with mem- 
bership in the Audit Bureau of Cir- 
culations. 

In the early days of business paper 
publishing, many readers and even 
some advertisers did not fully realize 
the extent to which their interests 
were protected by the presence of the 
ABC seal of membership on the mast- 
head of a business magazine. 

Today the understanding of what 
ABC membership means in maintain- 
ing high publishing standards is 
much more widespread. Realizing 
that membership is open to any pub- 
lication meeting ABC circulation 
standards, subscribers, as well as ad- 
vertisers, have learned to look first for 
the ABC insignia when considering 
the value of a publication. 


Office Management and Equip- 
ment also takes pride in the fact that 
itis a member, exclusively in its field, 
of the Associated Business Publica- 
tions (ABP), the national association 
of leading paid circulation business 
magazines. 


i = Wi 
K ARC Member of Audit 
——e Bureau of Circulations 
TTS 
A RD Member of 


Associated Business Publications 
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Volume XIII 


By John B. Joynt 


Equipment Round-up 


OCTOBER, 1952 


Systems and Procedures for Management Control ... . 


Big Meeting for SPA in New York 
1952 Winners of “Office of the Year” Awards 


Million Dollar Business Show 
By Walter A. Kleinshrod 


Tradition Bows to Fresh, New Decor 


Office Management Conference for AMA 


What Is Involved in Office Design? 
By Homer B. Harrison 


Office Furniture Week—What it Means 


No. 10 


In this issue 
Pity the Poor Boss! (Editorial) 
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This month: File cabinets and transfer and 
storage files 
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FILES COME TO CLERKS 
—NOT CLERKS TO FILES— 
AT UNITED AIR LINES 


The “Motorack,” a mechanized 
lazy-susan that brings files to clerks 
instead of clerks to files, has accounted 
for increases as high as 50 per cent in 
the efficiency of United Air Lines res- 
ervations agents who handle customer 
phone cal's, according to B. B. Gragg, 
director of sales. 

The new device consists of two 
belts suspended horizontally, one 
above the other, that are driven by 
electric motors. Sixty rectangular 
plastic files are attached to the upper 
belt, 66 to the lower. Files are marked 
by consecutive days of the month. 
Each file holds 13 card charts on 
which reservations are recorded. Each 


card chart bears the flight number of 
a trip departing on the day designated 
on the file. 

Fourteen reservations agents sit 
around the Motorack, answering calls. 
They have three togg:e switches at 
hand to control the belts. One switch 
moves the top belt right or left, the 
other moves the lower belt right or 
left, and the third halts either belt at 
will. Agents are equipped with tele- 
phone headsets. A modulated signal 
in the ear-piece, audible only to the 
wearer, informs them of incoming 
calls. 

Suppose a prospective traveler calls 
United’s reservations office in Denver 
and requests space on Flight 628 to 
New York on October 27. The agent 
receiving the call pushes a_ toggle 
switch, and the belt on which the Oc- 


when you want TOP QUALITY in 
boxed typewriter papers and office supplies 


It is a fact that Authorized Neenah Dealers are a 
dependable source of quality products because they must satisfy 
a quality trade. Neenah boxed typewriter papers are the best 
that can be bought. They contain from 25% to 100% new cotton 
fibers and are tub-sized and loft-dried to produce a fine writing 


and typing surface. Only discriminating buyers are willing to 


pay for this superlative quality, and only discriminating stationers 


sell these papers. 
This is why the Authorized Neenah Dealer seal is 
a guide to quality office supplies. 


NEENAH BOXED 
TYPEWRITER PAPERS 


NEENAH PAPER COMPANY, Neenah, Wisconsin 
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Clerks using the Motorack at United 
Airlines office in Denver 


tober 27 file is attached spins round. 
When the file arrives in front of him, 
he halts the belt, removes the card 
chart for Flight 628, and writes the 
passenger’s name and other data on 
it. This takes only a few seconds, 
Mr. Gragg explained, in contrast with 
the less efficient methods previously 
used. 

What happens when an agent halts 
a belt? Do others sit idle waiting 
their turn? As it actually works out, 
agents are said to grow so adept in 
Motorack operations that they can 
pluck any particular chart from a file 
as the belt spins past carrying a dif- 
ferent file to another agent. 

What happens when two agents 
want the same file at the same time? 
Mathematical probabilities make this 
a minor consideration. In an arrange- 
ment of 126 files covering 63 days, the 
odds against simultaneous need for 
the same file by two agents are better 
than 4,000 to 1. When it occurs, one 
agent yields to the other and waits 
several seconds for his turn. 


MODIFICATIONS POSSIBLE 

Motorack files permit diverse ar- 
rangement. They are modified to con- 
form with the varying number of 
Mainliner flichts at different cities on 
United’s 13,250-mile system. 

Two Motoracks, for example, would 
be practical at a city which has 24 


westbound and 26 eastbound depart-_ 


ures scheduled daily. In this case, the 


‘top belts of each Motorack might be 


used for westbound trips, the lower 
helts for eastbound. Two files; con- 
taining a total of 26 card charts, would 
be allotted for each day’s westbound 
trips, two for each day’s easthound 
trips. Filing space thus would be 
available for 60 upcoming days of 
westhound reservations and 66 days 
eastbound. 

Motoracks are installed at United's 
reservations offices in Vancouver, 
B.C., Portland, Seattle, Salt Lake 
City, Denver, Omaha, Detroit, Cleve- 
land, Toledo, Philadelphia and Boston. 
The devices were expressly developed 
for the company’s medium-sized res- 
ervations office. Different methods 
are used in handling the heavy volume 
of space requests at New York, Chi- 
cago and other chief terminals. 

Under license from United, Motor- 
acks are being manufactured for gen- 
eral sale by the Sky Service Co., Mill- 
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The FH costs 
little more than a 
standard typewriter 


~~ 


eS 


Easy! Fold me sheet. Measure 
the folds on metal rule. Then. 


Move indicator knobs to widths 
wanted . . . And it’s ready to go! 


yp 


No more” hand folding! 


At today’s salaries, all folding by hand 
is expensive, as well as inefficient, tedious, 
time-taking. Nobody likes to fold! Ineven 
small offices this new FH Pitney-Bowes 
Folding Machine saves time and money. 

The FH is little larger than a standard 
typewriter, costs but little more! \t will 
make two folds in one operation, handle 
various weight papers, in sizes from 814 
by 14 inches, down to 3 by 3! It makes 
eight different basic folds. And it folds 
fast—up to 5,000 pieces per hour! 

Semi-automatic, but electrically driv- 
en, it’s accurate as well as fast. Anybody 


PITNEY-BOWES 


Folding Machines 


Made by Pitney-Bowes, Inc. . . . originators 
'PB) of the postage meter .. . 93 branch offices, 
with service in 199 cities in U.S. and Canada. 
— 
al 


can easily learn to use it after only a 
minute’s explanation. 

Light weight and portable, it can 
easily be moved around where there is 
anything to fold—office, shop, or factory, 
and it takes very little desk space. 

The FH takes only a minute to set up, 
can be used profitably on even small jobs. 
And it quickly pays for itself. 

Call our nearest office 
—or send coupon for 
free booklet. 


folds up to 19,000, sheets an hour. 


1 Pitney-Bowes, INc. 
2941 Pacific St., Stamford, Conn. 


Send free booklet on Folding Machine to: 


IBM INTRODUCES THREE 
NEW DEVICES FOR USE 
ON EXISTING MACHINES 


Three devices for use on existing 
machines were introduced last month 
by International Business Machines 
Corp., New York. They are: a self-) 
checking numbering device and ag 
auxiliary information storage unit de) 
signed to extend the applications oj 
IBM punched card accounting ma 
chines, and changeable type bars for’ 
IBM electric typewriters. Also an-) 
nounced were newly-developed appli-) 
cations of IBM’s time-and-program’ 
signaling system. 

The self-checking number device in- 
troduces a method of key-punching? 
digits on an accounting card-punch) 
and verifying them simultaneously. If) 
utilizes what IBM terms a “check dig- 
it,” a figure which is suffixed to a 
“basic” numlber—such as a parts num- 
ber—and which is determined by a 
special computation of the digits im 
that number. The new device, IBM 
explains, performs a calculation on the 
basic number during punching and 
compares the result with the check 
digit. If the comparison agrees, the 
number has been punched correctly, 
If a mistake has been made, the ma- 
chine suspends operation and indicates 
an error. 

For new account numbers, part 
numbers, or other identifying num- 
bers, IBM adds, the new device en- 
ables the card punch to determine au- 
tomatically the proper check digit and 
punch it into the card after the oper- 
ator has entered the preceding digits. 


a ae 


NUMBER STORING DEVICE 


The auxiliary storage device, also 
for use in connection with IBM e-ec- 
tric accounting machines, permits stor- 
ing of invoice numbers, department 
numbers, and the like, without using 
counters for this purpose. Counters 
are numbered wheels similar to those 
found on adding machine dials. With 
the aid of the auxiliary unit on the 
IBM summary punch, its manufactur- 
ers say, an operator can punch either 
numerical or alphabetical indicative in- 
formation into summary cards, even 
though all counters are already carry- 
ing information. 

Changeable type bars for electric 
typewriters, IBM’s third new develop- 
ment, have been designed to increast 
the flexibility of these machines, espe- 
cially in typing operations that require 
chemical, mathematical, scientific, oF 
foreign symbols. Special type charac- 
ters such as subscripts and exponents 
are also included. These bars are de- 
signed for interchange by the typist, 
IBM says. 

Also announced was application of 
IBM’s time-and-program contfoi sys 
tem to schedule the starting and stop- 
ping of mechanical functions. Some 
new applications include the operation 
of relays, solenoids, or motors to 
sound signals, open or close venti 


(To page 12) 
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First Desk-Side Machine for Copying anny-size Office Form 


Speeds Ordering, Invoicing, Production Control, 
Accounting, Purchasing, Shipping Reports! 


Now, for the first time, with the new Bruning COPYFLEX 14's 
greater width— 20 inches—you copy any office form in seconds. 

And the copy’s exact (no errors or smudges) . . . flat, dry, 
teady-to-use. No time-wasting manual copying. In 5 minutes 
anyone can learn to copy with COPYFLEX . . . usually the lowest 
cost way to quickly make 1 to 100 copies of practically anything 
drawn, written, typed or printed on ordinary translucent paper. 

No wonder typical COPYFLEX users are reaping savings! For 
example (names on request), COPYFLEX savesa life insurance com- 
pany $100,000 yearly via loan processing system... a hardware 
wholesaler $15,000 annually via order-invoice system... a 
national merchandiser $25,000 in six months by cutting clerical 
work in half, producing invoices on time . . . and COPYFLEX 
ipeeds manufacturing, stops errors, for a large metal fabricator 
Wia production control system. Mail coupon for full details. 
Charles Bruning Company, Inc., Teterboro, N. J. 


Copytlex 4 


Speciclists in copying since 1897 


Oetober, 1952 
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Of all desk-side copying machines— 
only COPYFLEX 14 gives you: 


20" width! Copies even 
© large reports, accounting 
sheets, etc. or two ordinary 
forms simultaneously, with no 
masters or stencils, no inks to 
soil hands. Separates and re- 
turns originals automatically. 


3 Copies of even opaque 
® originals or forms printed 
on both sides, using Bruning’s 
exclusive Reflex Film. 


No installation! No 

© fumes, so no exhaust ducts 
are needed. No darkroom, no 
special room lighting. The “14” 
is mobile, rolls to any work-site. 


Unequalled combination 
4. of speed, volume, low- 
cost. Copies thousands after 
thousands of large or small, 
different originals daily, at an 
average cost of only 2¢ per sq. ft. 


— — — CHARLES BRUNING COMPANY, INC. — — — 4 
Dept. T102, Teterboro, N. J. 


(_] Send me free booklet on COPYFLEX 14. 
(_] Show me copyFLex in action (no obligation). 
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“eT MAI VALET 


SANITARY - SPACE SAVING - DURABLE 
The last word in Wardrobe Equipment for business. 


Answering all locker room and cloakroom problems, 
the VOGEL-PETERSON Office Valet Racks are 
standard equipment in leading offices, plants and 
institutions ... Smartly designed in keeping with the 
appointments of the finest offices and institutions, 
these permanently beautiful racks are light, strong, 
rigid and above all efficient. Made of seamless square 
tubular furniture steel, with self-ventilating embossed 
and slotted shelving, they can be permanently in- 
stalled to fit any space 1 ft. x 4’3” or larger, and will 
accommodate 3 persons per sq. ft. Portable models, 
on large rubber tired casters, for committee meetings, 
dinner parties, etc., are being widely used in hotels, 
clubs and churches. 


NOTE THESE UNIQUE FEATURES: 


1. Complete accommoda- 
tions for 3 persons per 
square foot. 


to air and light. Damp 
clothing will not sour, 


dries quickly. 


2. Individual Umbrella racks 8. Visible—discourages em- 
with removable drip pan. ployee theft. 

3. Overshoe and Rubber 9. Goes anywhere—any 
~— 10. oe = | 

4. Individual Has Sg 11. Smart and modern in ap- 22% 

5. Full-form hardwood Coat pearance—finished i in per- 
Hangers. manently beautiful 

6. fenien —ends storing of on enamel. 

old clothing, etc.,in 12, Lifetime construction— 


oc ers. 
7. Ventilated—all parts open 


No. 2-U ASSEMBLY 
Illustrating back-to-back 
arrangement. 


light, rigid welded steel 2-ft. x 4'3" a a 


4ft. Length Accommodates 
12 Coats, 12 Hats, 12 Pair 
Rubbers and 8 Umbrellas. 


U S. PATENTS 
No. 2081763 
No. 2107640 


HEIGHT: 6'4” 


VOG 


dates 24 coats and hats, 
24 pair of rubbers and 
16 umbrellas. 


These Representafive Firms 
are using Office Valet Racks: 
Abbott Laboratories Here is a new 
oa —— sada modern steel ward- 


robe that replaces 
the outmoded and 
usually unsightly 
crammed _ cos- 
tumers or stuffy 
lockers. The Office Valet is a neat, com- 
pact and sanitary fixture of exceptional 
Bg convenience for 6 people. Rigid steel 
; construction, 6’4” high with a triangular 
base 2'6” wide. Unit consists of 3 venti- 
lated shelves, individually divided for 6 
hats, hanger bar underneath shelves with 
6 spaced hangers, and umbrella rack. 


Racks set on vacuum cup rubber shoes. 


No. S-6 COSTUMER 


Machin 


Ii nois Bell Telephone Co. 
1 usiness 


Cor, 
International Harvester Co. a 


ywell 


Pacific Telephone & Telegraph Co. 
Puliman Company 

RCA Communications 

Standard Brands, Inc. 

Standard Oil Co. 

State Farm Mutua! insurance Co. 
S.W. Bell Telephone Co. 


$ vdeboker Corporation They are beautifully finished in a choice 
“4° Travelers ins Co 
COTA 43" istondord Used United rai , lines Ge. of three colors . .. Walnut Brown—Gray 
Wisconsin Telephone Co and Olive Green baked-on Enamel. 


EL-PETERSON COMPANY 
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Width —1614" 
Height — 5'814"” 


The Checkerette will handle 
almost any “wraps” situation, 
for it goes anywhere. It can be set up in 
less than a minute without nuts, bolts or 
tools, yet it is completely interlocking 
and cannot collapse when in use. When 
not in use, the Checkerette can be stored 
in any closet. 


Though light and portable, the Checker- 
ette is so engineered and constructed 
that it has sufficient strength and rigidity 
to stand up under continuous use as a 
permanent installation in offices, churches, 
schools, stores, restaurants, or institutions. 
Another unique design feature permits 
the Checkerette to be assembled with 
hanger bar and hat shelves either at 
standard (adult) height or in a lower 
position for small children. 


T M. REG. 


. light tubular steel construction gives 

strength and rigidity with light weight. 

2. Base bar locks into upright ends. 

3. Hinged end braces swing into keyed 
seats on Base Bar. 

4. Shelf ends are self-locking dovetails 
that slip into cross bar between upright 
pulling against braces, which hold en- 
tire bly under t and rigid. 

Cannot collapse in use. 


7. The CHECKERETTE can be assembled 
with shelves in high (for adults) or low 
(for small children) positions. 


8. Will provide for minimum of 12 coats 
with space to spare—hanger rail is 
4 ft. long. Or, can be converted to 
hook type rack accommodating 32. 
(Sixteen, 2-sided snap-over hooks can 
be furnished as an extra.) 


5. Shelves are ventilated—are built up 
on boxed U-forms. No sharp edges. 


9. Built-in glides on base prevent marring 
of floors or snagging of carpets. 


6. Lower shelf carries full length hanger 10. Quickly disassembled, the CHECKER- 


boar for hooks or coat hangers. 


ETTE can be easily stored or moved. 


Goes Anywhere... 

Sets up in a minute! 
WITHOUT NUTS, 

BOLTS OR TOOLS 


fi BR 


Engage bottom cross brace 
into notched openings in 
center of upright bases. 


Lower hinged diagonal 
braces, setting them inside of 
raised stops. 

Engage lower shelf (with 
nongee bar) into keyed 
notches on one end frame— 
then draw opposite end frame 
in, to engage other end of 
shelf. (Note: Second position 
from top for Adults—Third 
position from top for small 
children.) 


‘wie 


Repeat operation No. 3 to 

engage top shelf. 

Rack automatically under 

stress locks connected mem- 
rs. 


No. 9-18—Capacity: 18 


Size: 9'0” x 15” deep x 6'6” high 


Tee EE YALA 


T. M. ReG. 


ockerette 
FEATURES: 


1. Durable steel construction, with 
beautiful baked-on enamel finish. 
Olive Green—Walnut Brown— 
Gray. 

2. Eighteen individual hat spaces, sepo- 
rated garment hangers, 12” x 12” 
x 15” (deep) Lock Boxes. (12 each 
in 6 ft. unit). 

3. Doors equipped with “stay shut” 
hasp for Lock. Built-in flat master 
Keyed Locks an extra. 

4. Off-the-floor rack for boots and 
shoes. 

5. Leg adjustment to absorb floor pitch, 
if any. 

6. Does double duty—saves space— 
provides space. 

7. Sanitary—Keeps wraps open to air 


i 


AAEAL Ls 


No. 6-12 
Capacity: 12 persons 
Size: 6'0” x 15” x 6'6" high 
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How different from old fashioned lockers, 
where in bad weather damp clothing hangs 
crumpled with wet umbrellas, while lunches 
grow soggy under wet hats and mittens; 
where tools rust, hand bags mildew, dirt 
and. trash accumulate and germs thrive in 
humid darkness. 


and light. Keeps wraps dry and in 


press. 
8. Portable—Place at point of work. 
9. Builds morale, pride and neatness. 
10. Used in leading offices, stores, shops, 

schools, bowling alleys, hospitals, etc. 


Keep clothing aired, exposed 
to light, dry and “in press.” 
Provide employee with a coat 
hanger;individualized hat shelf; 
12” x 12” x 15” (deep) lock 
boxes and off-the-floor over- 
shoes shelves. 


GENERAL OFFICES and DISPLAY ROOM: 624 SO. MICHIGAN, CHICAGO 5, ILL. 
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in normal desk use 


WRITES FULL PAGE 
WITHOUT RE-DIPPING. 


TO SELECT OR REPLACE 
... HERE'S ALL YOU DO 


Finger grip never touches ink. No chance for ink to 
touch you. 


“Ink-Locked” against accidental spillage. Can't leak. 
Won't flood. 


eeeceeevcceccece 
Base holds 40 times more ink than 
ordinary fountain desk pen sets. 
Easy to clean as a saucer. 

eeeceesceseeeces 
Single and double sets in service 


ond executive models to 
harmonize with any desk. 


& CHOOSE the peel 


for the way you write 


MMe hy 1H 
Uf HAL) i 


Only more-popular point styles shown. All points instantly replaceable in case of damage. 
ASK FOR A DEMONSTRATION AT ANY PEN COUNTER 


— 6sterbrook — 


“444” DESK PEN SETS 


The Esterbrook Pen Company, Camden 1, New Jersey 
The Esterbrook Pen Company of Canada, Lid., 92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1962, THE ESTERBROOK PEN COMPANY 
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lators, start or stop heating and air 
conditioning systems, and so on, 
These can be accomplished on either 
a wired system or on the new IBM 
electronic system without special wir. 
ing, it was said. The programs og, 
be set up on a varied daily schedule 
as well as for inoperative periods such 
as week-ends. 


ELECTRONICS FEATURE 
DRAWS READER'S COMMENT 


In its August issue, Office Management 
and Equipment ran an article, “Elec. 
tronics in the Office,’ which presented 
two estimates of this field’s future. David 
Sarnoff, chairman of the board, Radio 
Corp. of America, foresaw an unbounded, 
far reaching future for electronics, in con- 
trast to John S. Coleman, president of 
Burroughs Adding Machine Co., who 
warned of the limitations and high cost 
of electronic devices. 

One reader, Stanley A. Dashew, presi- 
dent of Dashew Business Machines Inc., 
in a letter to Office Management and 
Equipment identified himself as being 
more in agreement with the thoughts of 
Mr. Coleman than those expressed by 
Mr. Sarnoff. Mr. Dashew enclosed an 
outline of a talk delivered recently to 
a meeting of the Subscription Fu'fillment 
Managers Assoctation, in which he 
touched on the electronics question. For 
the great majority of business and gov- 
ernment agencies, he feels, machines as 
we know them today—with perhaps 
greater refinements — are the machines 
that will do the most good for the 
majority of American businesses. 

In an effort to more fully round owi 
this debate, Office Management and 
Equipment presents herewith an excerpt- 
ed portion of Mr. Dashew’s talk: 


Very frankly, | have heard a number 
of men say, “We must go to electronics 
because we cannot find employees to rum 
our present equipment.” We say—elim- 
inate the drawbacks of the present files; 


‘the weight, the difficult reading, the dirt, 


and you will bring the level of your 
work up to that of any ordinary card 
file. Once this is done, you are putting 
your metal files on the same level as 
punch cards or electronics. 


If you will then place these people on 
the same wage level as you would have 
to pay electronic machine operators, you 
will have no more difficulty in getting 
labor to operate a metal plate system 
than you will have getting electronic 
machine operators. If you want to find 
out how easy it is to get electronic ma- 
chine operators, compare the help wanted 
listing under tabulating machine operat 
ors and under addressograph machine 
operators. And, when making this com- 
parison, keep in mind that there are 4 
lot more people using metal plate ma- 
chines than tabulating machines. The 
long list of “tabulating machine operators 
wanted” indicate the scarcity of this type 


(To page 15) 
REGISTER ... THEN VOTE! 
October, 1952 
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You Get The Finest When You Ask For An ACE! 


Ni can buy ACE Stapling Equipment with confidence. It doesn’t matter which model you select. 


Even the least costly one will give many extra years of service and satisfaction. For more than a 

quarter century, ACE Staplers have been made with all the care and precision of a fine watch. 
Only materials of the highest quality are used. That’s why an ACE always works .. why it never wears 
out! & So..be sure to ask for ACE Machines, ACE Staples, and ACE Staple Removers, for smooth, 
dependable service. The diagrams below explain why you can efficiently staple larger groups of papers 
with better ACE Staples . . the illustrations show some of the most popular ACE Stapling Machines. See 
the full line of ACE Stapling Equipment at your stationery supply store, now. 


Oe t.0 F82RO BEC BR SCEALBRS FR CEST TS ee 


coat 


> 
‘ 


WHY ACE STAPLES 
HAVE GREATER 
PENETRATING 
STRENGTH! 


IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST, MONTREAL 
OFFICE MANAGEMENT AND EQUIPMENT 
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FIG. 1 shows a cross-sec- 
tion of an ALL-ROUND 
steel wire. ACE uses only 
premium, precision- 
made, accurately drawn- 
to-size steel wire. 


FIG.2 shows the all-round 
steel wire after being 
treated by the ACE 
PROCESS. This gives 
maximum strength on 
the outer edge where it 
is needed most. 
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KRaEKKKKKKKKKKKKKKKKKEKK"S 


ALL TIME 


ST: 


athoul ow 


HIS UNUSUAL RECORDS 


Among the great names in collegi- 
ate football history, none crashed 
into the spotlight with as much 
flame as Harold “‘ Red” Grange of 
Illinois. In his second game, 
against Michigan in 1924, the Galloping Ghost made four 
long touchdown runs in a single period, completely wrecking 
his opposition. Grange continued to make the headlines for 
three college years. His speed, coolness and deceptive change 
of pace baffled would-be tacklers . . . helped make Red Grange 
a magnificent runner, a fine blocker, above-average pass re- 
ceiver and a strong defensive man. 

Another unusual record: 12 of America’s largest 15 railroads, 
7 of the 8 largest book publishers and 8 of the nation’s top 9 
steel companies use the clean, crisp, distinctive paper that 
will give your office better-looking letterheads or office forms. 


ATLANTIC BOND 


Fut! PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


Write us on your letterhead for Grontiand Rice's complete all-time football 
team and greatest coaches, attractively illustrated and suitable for froming, 
and watch next month for Grantland Rice's all-time boxing all-star. 
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of skilled labor. No, we don’t feel that 
can solve labor problems by going 
completely electronic. 

With the tools we have outlined, you 
can see what you are doing. Your super- 
yisory help is trained to handle metal 
plate files. You know the speeds you can 
get; you know the reliability of metal 
plate equipment. There are, of course, 
other things of importance, but they are 
too detailed to outline here. 


, o«,, 


BOOKS AND PAMPHLETS 


An addressing machine designed for 
companies who wish to use their ad- 
dress masters as record cards, and at 
the same time maintain selectivity in 
their lists was introduced recently by 
Scriptomatic Inc., 310 N. 11th St. 
Philadelphia. It is described in their 
new free pamphlets, Users and App.i- 
cations and Quality Reproductions 
from the Scriptomatic. Called the 
Scriptomatic 201, the machine is said 
to be especially adaptable to systems 


Seriptomatic Inc.’s model 201 
addressing machine 


where large lists are addressed more 
than twice, and where the same speci- 
fications are duplicated onto various 
forms such as postal cards, envelopes, 
bills, broadsides, mailing tapes, and 
wrappers. 

Address masters, the pamphlets say, 
can be made from a variety of forms: 
punched cards, keysort cards, ruled 
ledger cards, ordinary index cards, or 
continuous forms. They can be pre- 
pared on conventional writing instru- 
ments like typewriters, accounting ma- 
chines, cash registers, or by ball point 
pens. The pamphlets explain that 
during preparation a reverse impres- 
sion is made on the back of the cards 
from a carbon-type sheet. This im- 
Pression, when combined in the ma- 
chine with a solvent, is duplicated on- 
to the copy stock by means of the 
spirit, or hektograph process. 

According to Scriptomatic, an aver- 
age of 250 imprints can be made from 
tach master. They add that masters 
“should be good for twenty years 
Without appreciable depreciation,” and 
that as many as 120,000 can be stored 
m one filing cabinet. Scriptomatic 
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COBWEBS IN THE 
THINK TANK 7? 


Call it weariness, mental fatigue . . . or 
just the time of day . . . when you find 
yourself floundering on the job and 
want to wake up—-GO WASH YOUR 
FACE. You'll be surprised how quickly 
your tired muscles and jangled nerves 
respond to soap and water and a rub 
with a fresh, absorbent cotton towel. 


COTTON TOWEL SERVICE 


No investment required. Get com- 
plete service on a low-cost basis. 
Under "Towel Supply Service” or 
“Linen Supply Service” in the tele- 
phone book, you'l! find your sup- 
pliers—call them today! 


You can rub and rub to your heart’s content—even with a heavy beard, cotton 
towels will not shed or leave a trail of residue on your skin. 


WHAT PICKS YOU UP, PICKS UP YOUR EMPLOYEES. When you 
provide clean cotton towels, workers get added benefits from their rest periods. 
Watch efficiency, production, and morale climb when “Cotton Fresh-Up” is 


on the job. 


and NATIONAL COTTON COUNCIL 
22 WEST MONROE STREET, CHICAGO 3, ILLINOIS 
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BOOKS AND PAMPHLETS 
(Continued) 


recommends’ reproduction in_ the 
strongest color only — purple — al- 
though hektocarbons are aiso avail- 
able in green, red, blue, and black. 
In describing the Scriptomatic 201 
itself, the manufacturers point out that 
it will handle material ranging in size 
from 2% x 4% inches to 15 x 17 
inches. Individual pile vacuum feeders 
send masters and copy stock through 
at the rate of 6,000 per hour, they say. 
A table on the feeder compensates for 
varying thicknesses of material. The 
machine is designed to deliver printed 
material and used masters in separate 
stacks in the same order in which they 
were fed, making masters available 
for filing or re-running immediately. 


According to the pamphlets, the 201 
also features automatic solvent con- 
trols, an automatic cut-off which stops 
the machine when a faulty master is 
in danger of jamming it, and detectors 
designed to prevent blanks or the 
non-printing of a master. The ma- 
chine measures 75 x 42 x 50 inches, 
and weighs. 2,000 pounds. 


A new descriptive directory of films 
dealing with nine phases of industrial 
relations has recent:y been published 
by Film Research Associates, 150 E. 
52nd St., New York. This 74-page 
Film Guide on Industrial Relations 
provides details on 339 motion pictures 
and slidefilms selected from 77 sources. 
The directory is fully indexed by title, 
and contains listings for films classified 
under the following topical headings: 
general human relations, supervisory 
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KEYBOARD DIALS—MARCHANT is distinguished by 
being the only American calculator with dials 
for verifying the keyboard entry—the operator's 
first step in every calculation. 


COMPLETE CARRIAGE CARRYOVER—Regardiess of the 
Carriage position or how the figures are 
entered, MARCHANT’S Carriage Dials “carry- 
over” the Right Answer. No figures dropped 
... No dials inactive ...no dead spot... 
the answer has to be right. 


POSITIVE INTERNAL DIAL STOP—MARCHANT’S 
continuously flowing dials are in constant mesh 
until the calculation is completed... geared to 
stop exactly where they should. 


MARCHANT sumer vs 


: Mail this Coupon with your business letterhead to get our free : 
: GUIDE TO MODERN FIGURING METHODS 
: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] : 


MARCHANT’S Keyboard Dials... verify my entries 
MARCHANT’S “Carryover” Dials... guarantee my answers 


MARCHANT’S “built-in” accuracy is your 
greatest guarantee of the Right Answer. The 
MARCHANT MAN in your phone book will 

be happy te demonstrate on your own work 
how these features will save you time and 
money. Call him or mail the coupon. 


; 


MARCHANT CALCULATORS, INC. 


OAKLAND 8, CALIFORNIA EO; 
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training, leadership development, em- 
ployee relations, selection and place. 
ment, health and safety, communica- 
tions, labor organizations, and public 
and community relations. The direc- 
tory costs $3 per copy. 


A helpful 52-page booklet prepared 
by New York University, Your Job 
and Your Future, is currently available 
in limited quantities to business exec- 
utives for distribution to interested 
personnel who show promise of future 
advancement. The book is designed to 
help young workers answer the ques- 
tion, “What must I do to get ahead?” 
The suggestions for self-help that it 
offers have been distilled from the ex- 
periences of employee guidance coun- 
selors, educators, and business execu- 
tives. 

The advice they offer the reader js 
fundamentally this: 1) That he must 
decide exactly what sort of advance- 
ment he wants. 2) That he must know 
what experience, education, and per- 
sonal qualifications the job requires, 
3) That he must do something to meet 
these requirements. 

In the section headed “Fixing Your 
Objective,” the book offers the reader 
advice on advancing in his present 
specialized work, or getting a better 
job in a new or related field. In the 
section devoted to personal character- 
istics, the reader is asked to consider 
his “physical self,” moral and “dynam- 
ic” virtues, and personality. Other sec- 
tions deal with experience, education, 
the “core” of business knowledge, and 
so on. 

Single copies of the booklet will be 
sent free to businessmen, vocational ad 
visors, emp!oyment guidance counsel 
ors and librarians. Requests should be 
addressed to Dean G. Rowland Cok 
lins, School of Commerce, Accounts, 
and Finance, New York University, 
Washington Square, New York. 


A moveable dial, called a Fire Daw 
gerater, is part of a folder recently 
published by Mosler Safe Co., 3% 
Fifth Ave., New York. With this dial 
Mosler says, the reader can determine 
the degree of immunity his office has 
to fire. The folder divides fire hazards 
into three classes—a, b, or c — and 
then describes the Mosler safes de 
signed to protect valuables against 
each kind. 

Three main factors are involved @ 
the degree of risk, the folder says— 
the type of building construction, the 
surrounding intensifiers (drafts, comr 
bustibles, and the like), and exposure 
hazards (such as the nearness to othef 
buildings). 

By making three separate adjust 
ments of the Dangerater dial, corre- 
sponding to the three above-ment- 
tioned risk factors as they apply to his 
particular case, the reader can discov 
er his “hazard classification” by add- 
ing the point scores the dial indicates 
at each adjustment. For example, ! 
his office is housed in a “fire-resistive” 
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6000 metal business 
furniture is @ 
600D investment 


OGF Co. 1952 


RE YOUR EMPLOYEES HAPPY with 
their equipment and office sur- 
roundings? 

If they are happy it will be re- 
flected in how they handle customers 
or clients —in person, by mail, on the 
telephone. A happy, healthy office 
employee is seldom absent from work 
and is always more productive than 
one whose morale is poor. 


As every employer knows, good 
office help isn’t easy to get —and sal- 
ary is not the only factor. Frequently 
a prospective employee chooses the 
office that is better equipped and more 
attractively decorated, ahead of the 
job that pays more. Pleasant offices, 
equipped with GF modern metal 
furniture, usually land the “cream 
of the crop” of available new help. 
Less modern offices take what’s left. 


In a ten-year period any business, 


1902 
FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


large or small, invests a minimum of 
$30,000 per employee in salary, floor 
space and general overhead. That is 
fixed expense. For from 1% to 2% of 
that fixed expense per employee you 
can furnish your office with the finest 
equipment the market affords. 


Modern GF metal furniture such 
as Super-Filer —the mechanized file, 
Goodform adjustable chairs, and GF 
desks, fitted to the job, are a good 
investment. They increase employee 
productiyity and improve health and 
morale. By increasing the return on 
your fixed expense per employee, GF 
metal furniture pays for itself in a 
short time and provides handsome 
dividends thereafter. 


Get the facts as applied to your 
office. Call your local GF distributor 
or write The General Fireproofing Co.. 
Dept. O-10 , Youngstown 1, Ohio. 


OFFICE MANAGEMENT AND EQUIPMENT 


What do your employees think of your office ? 


MODE-MAKER DESKS + GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 
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In Honolulu they use Bigelow carpet on the walls! 


Most people use carpets on the floor—but not the 
Waikiki Branch of Bishop First National Bank of 
Honolulu. So many of their customers track sand 
in, they have to use marble on the floor. As you 
can imagine, this made things a bit noisy underfoot. 


So to cut down on the noise, they put Bigelow on 
the walls. They chose Bigelow’s Ceredo because of 
its amazing insulating and sound-absorbing qualities. 


This is only one of the unusual, difficult installa- 
tion jobs accomplished by Bigelow’s Carpet Council 
every year! 


Are you having carpet troubles? Need a new spark 


to your décor. ..need a seemingly impossible instal- 
lation job...or do you simply need a new carpet? 


Whatever your problems, Bigelow’s expert Carpet 
Council is ready to help you. They will work with 
you, your architect or decorator — and will give 
valuable advice on colors, patterns and weaves in 
the price range you prefer. 


Why not contact Bigelow’s Carpet Council today? 
This Service Is Absolutely Free! Just write to Bigelow 


Carpet Council, 140 Madison Avenue, New York, 
N.Y. Your inquiry will receive prompt attention. 


BIGELOW Rugs and Carpets 


Leaders in the development of home and commercial floor covering since 1825. 


Bigelow sales offices are located in the following strategic cities: Atlanta, Ga.; Baltimore, Md.; Boston, Mass.; 
Buffalo, N.Y .; Chicago, Ill.; Cincinnati, Ohio; Cleveland, Ohio; Columbus, Ohio; Dallas,Tex.; Denver, Col.; Detroit, Mich.; Hartford, 
Conn.; High Point, N.C.; Indianapolis, Ind.; Kansas City, Mo.; Los Angeles, Calif.; Milwaukee, Wisc.; Minneapolis, Minn.; New 
York, N.Y.; Philadelphia, Penna.; Pittsburgh, Penna.; St. Louis, Mo.; Salt Lake City, Utah; San Francisco, Calif.; Seattle, Wash. 
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MANAGEMENT 
al pujrridee— 


EDITORIAL 


. . - Frequent increases for those they supervise. 


Pity the poor boss! 


AND that’s not funny! After all these years of presiding over frequent increases 
for those they supervise, executives are awakening to the realization that they 
themselves are falling behind in the race to match recompense with rising living 
costs and taxes. 

After a study of the effects of sales and profits on executive compensation, the 
American Management Association points out that while average earnings of 
non-supervisory employees in manufacturing industries increased approximately 
g-5 percent in 1951 over 1950, not including retirement and other benefits, totai 
compensation during the same period for top company officers showed a net 
increase of only 2.3 percent. 

“Management's ability to justify maintaining or increasing its own compen- 
sation is becoming increasingly difficult in a continuing period of rising costs 
and taxes,” AMA concludes, pointing out that on the average an increase of more 
than 25 percent in sales volume was necessary to improve profit after taxes 
during the past year. The study also indicates that where profits after taxes were 
thus improved, management increased its own compensation in three out of 
four cases. Where increased profits were not produced, though results otherwise 
were satisfactory, in half of the cases management compensation was cut. 

Last spring in a talk at the Midwestern Conference of the Controllers Insti- 
tute, Austin M. Fisher, of Fisher, Rudge & Neblett, New York industrial rela- 
tions consultants, said this: “All authoritative wage statistics point to the ines- 
capable conclusion that the executive is the most underpaid worker in American 
business.” 
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Systems and Procedures for 
Management Control 


A new approach to the function 
stresses decentralization and con- 


sultation, thereby enabling more 
people to participate and so become 


more “organization-minded” 


By J. B. JOYNT 


Manager, Administrative Engineering Department 
American Enka Corp., New York 


MR, JOYNT, author of numerous articles and 
a popular speaker in the field of office man- 
agement and systems, is a director of the Sys- 
tems and Procedures Association of America. 
He is also a member of the Society for 
Advancement of Management, National Office 
Management Association, and the American 
Management Association. During the last war 
Mr. Joynt held high positions in the U. S. 
Army Service of Supply, working closely with 
General Brehon Somervell on the management 
phases of that branch. This article is based on 
Mr. Joynt’s talk before the Office Executives’ 
Association of New York last May. 
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AS OFFICE managers, it is essential that we be fa 
miliar with systems and procedures. If we consider 
systems and procedures as a management control de- 
vice, then office management takes its place with per- 
sonnel management, purchasing, financial manage. 
ment, and the other management functions in busi- 
ness. 

The day when the office manager is put off in some 
corner by himself to supervise this little group of peo 
ple is a thing of the past. All of our professions have 
grown over the years. 

It doesn’t matter much whether a business is con 
cerned primarily with research, purchasing, engineer 
ing, finance, manufacturing, shop work or what, it is 
bound to have the office management function—it is 
a part of the total management of every organization. 
I know of no better authority than Charles E. Wilson 
who, testifying before Congress recently, said: “You 
can’t transact any business today anywhere without 
a piece of paper.” That was his answer to a question 
by a senatorial commission looking into red tape. 
Whenever you make anything, buy anything, or sell 
anything, office management, and systems and _pro- 
cedures come into the picture. 

This discussion will cover five main points: 

(1) the management control concept, (2) the 
decentralized approach to management improvement, 
(3) organization improvement for improved proce 
dures, (4) planning systems and procedures improve- 
ments, (5) factors in administering the program. 


THE MANAGEMENT CONTROL CONCEPT 


Management controls involve seven major steps: 
(1) planned objectives, (2) a well-balanced organiza 
tion, (3) sound policies and procedures (which we 
will discuss later), (4) qualified personnel, (5) ade- 
quate physical facilities, (6) comprehensive perform 
ance standards and last, but not least, (7) the effec 
tive appraisal of results. 

Let’s take a look at those in a little more detail. 
How do we accomplish these 7 major steps? 

By planned objectives—what do we mean? First 
of all, program planning, budget planning, and profit 


’ planning for every department of the business. 


A well-balanced organization—accomplished how! 
Through organizational planning, organizational 
charts, and manuals. 

Sound policies and procedures—developed how 
Through policy planning, procedures studies, policy 
and procedure manuals, standard practice regulations, 
etc.; through work simplification, flow process charts, 
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DEPARTMENTAL PARTICIPATION IN POLICY AND PROCEDURE MANUALS 
= One Corporate or Plant | CORPORATE 
————— ~ 
Department Participating fg e/ & 2 /$ Pl 
_e s/s Ss fs 2 
KX - Two Plant Departments £ /» #: I $ & 
SS 7 e/ & /§s§ o /¥,/Se £ 
Participating £ Pa ¥ 2 é > ry ~e s 
3// 8/3 ffi) «/$/pyed §/3/ 3 
& 2 ~ ~ 
weneALS &/e&/ S/F wy a/ es és $9) €/ 8 /e/ 8 
~~ 
supply and Procurement i. S385 8 m | x 7 
ini Product 
erstiens x | x x |x| x x 7 
lengineering Administration x x XX + 
Personal Administration x x x xx y 
Enployee Handbook x x |x xx 5 
Forenan's Manual x x x xx 5 
ion Plannin 
ereesel ing and. Control x x e 2 x 4 
Accounting x x 2 
Capital Assets x x 2 
internal Auditing x i 
Mainistration of 
Research x 1 
Adainistration of 
Technical Operations o xx 3 
Plant Administration xx 2 
Treasury Administration x xX 
Machine Accounting x ' 
Sales Manual gis x |x t 5 
Office Mana: t 
(New York Office) x Se he: 4 
Legal and Secretarial 
Practices x x 7 3 
industrial Engineering 
Adninistration x x x x x 5 
Patent Administration x 1 
TOTAL ! 3 15 5 5 3 & 6 4 | ' ! i a i 2 6 1 | 2 2 69 
This chart shows the twenty policy and procedure manuals prepared or in preparation 
at American Enka Corp., and the departments participating in their development 
work distribution charts, office layout charts; through The analysis of policy and procedure is a major fac- 
employees’ suggestions, forms, equipment, records and __ tor in this management concept. The control section 
reports control programs. is usually set up as a separate unit reporting to the 


Qualified personnel—essential to any job. Through __ president or executive vice-president of a company. 
a management improvement program we better utilize | At Enka, we call it administrative engineering. ‘The 


personnel and conserve executive time. administrative engineering department is responsible 

Physical factors—very necessary. Effective office lay- _ for over-all systems and procedures planning and good 
out, proper equipment and facilities, again the job _— office management throughout the company, but on 
of your office managers. a purely staff basis. We help and encourage all our 

Performance standards—a must for the office. department heads to practice good office management. 
Surely quality, quantity, and cost standards, and work Our functions, in general, are these: organizational 
measurement for our repetitive type of work. planning, program and project planning, the analysis 


Appraisal of results—last but not least. Through of policy and procedure, work simplification, work 
progress reports, statistics, charts, internal audit and measurement, forms, records, reports and equipment 
most important, management audits. Continuous control, and last, management audits. 


evaluation of our operations at all organization levels It is our job to help our departments in the appli- 
is an important control. Taking of corrective action cation of these management techniques. If you can 
follows the appraisal of results. get an organization stimulated, if the individuals in 


I had the good fortune of working with General it will do the right thinking, your battle is practically 
Somervell during World War II and, before that time, won. This right thinking is encouraged by participa- 
as a consultant when he was administrator of the Fed- _tion. In setting up our management improvement 
eral Works Administration in the City of New program, one of the first steps was to organize an ad- 
York. Out of our experience here and in the Army _ ministrative engineering steering committee. The 
during World War II, we developed what we call heads of the controller's, engineering, purchasing, in- 
“the control concept of management.” dustrial engineering, and industrial relations depart- 
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ments are members. 

Those individuals were selected for a particular 
reason. In their jobs, administration is an important 
thing. Also, they have staff jurisdiction and responsi- 
bility over the departments in our plants where paper 
work and administration is an important part of the 
company’s operations. Because of their heavy admin- 
istration responsibilities, there are numerous cross 
relationships between them. Another reason, we want- 
ed their participation in our program. 

We believe the greater participation, the better re- 
sults. Durante says: “Everybody’s tryin’ to get into 
da act.” We look at it differently—the more, the 
better! 

THE DECENTRALIZED APPROACH 

We believe in decentralized management, including 
office management. We recognize the value of special- 
ization in systems and procedures but we believe a lot 
can be accomplished without too much specialization. 
You can divide almost any job into two parts, the 
technical part and the human relations part; and we 
say this: “If you can accomplish the human relations 
part—the will, the desire to get people to do the best 
possible job—the technical part is not too difficult.” 
One of our creeds is do not, at any time, pose as an 
expert. Let your operating people in on the act. 

ORGANIZATIONAL IMPROVEMENT 

Our first job in carrying out our company-wide 
management improvement program was a reorganiza- 
tion of our company. Why did we attempt reorgan- 
ization before we went into systems and procedures? 
Because, without a sound organizational structure, it 
is very difficult to start improving systems and proce- 
dures down the line. You should first have a sound 
structure upon which to build good systems. You 


“No, her. coat isn’t here .either—guess the papers 
will have to wait until tomorrow after all.” 
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must first allocate your responsibilities properly, cut 
out those particular functions that are not essential, 
decentralize and place responsibilities where they be. 
long. Once you have done that, you can begin. 

What are some of the values that we got out of 
organizational planning and our organizational man- 
ual at Enka? Number one, we have an authoritative 
guide as to “who” is responsible for “what.” We have 
eliminated the doubt, the inconsistencies, the duplica- 
tions and the fuzzy relationships where they existed. 
Through our manual, we now have a basis for coordi- 
nation and control of organizational improvements 
which, prior to this time, were almost a verbal thing, 
There were very few authoritative responsibility state. 
ments in writing. 

In developing this manual every individual, from 
the president of the company to first line supervisors 
in our plants, prepared his own authority and respon- 
sibility statement. In fact, the president read his to 
the board of directors. To him it was more than a 
statement of authority and responsibility. It was an 
expression of his management philosophy, and accep- 
tance by the board of his statement, in turn, was ac 
ceptance of the entire program of organization and 
management improvement throughout the company, 

Our manual was a means for clarification and for 
crystallization of group thinking. It took us roughly 
eight months from the time we started working on it 
until we finished it. Through the manual we have an 
understanding, uniform interpretation and consistent 
application in carrying out our responsibilities. We 
don’t do it this way today and that way tomorrow. 

THE BETTER WAY 

We now have a better means of communication. 
When a new man comes into our company, his job is 
determined and written out in advance. We then 
issue an organizational circular which says what he 
is going to do, who he is, and who he reports to. We 
don’t have a new man walk down the hall with people 
speculating who he is and what he will do. 

Through the manual we have a basis for review, 
revision and improvement of organization. Once you 
reduce something to writing, whether it is an orgat- 
izational plan, or a policy or procedure, having it in 
writing provides a basis for improvement. 

We issued our manual in 1950. In 1951 we made 
47 improvements. These improvements, by and large, 
were by-products of procedure studies. When we were 
developing our organization manual, we had to resist 
the temptation of getting into procedures study. Our 
manual provided a means by which we could plan 4 
company-wide procedure improvement program. 

Through organizational planning, the assignment 
of responsibility, the fixing of authority, we gave our 
people a green light. Now they can move ahead with 
confidence and assurance in their own area of respon 
sibility. We eliminated entirely the doubt as to what 
they were responsible for. As a result, everyone of our 
department heads develops his own long-range plan. 

We now have a better basis to measure performance 
since everyone knows his job. People in other depart 
ments know it too—but, in my opinion, the most it 
portant thing of all is the clear understanding be 
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J Th United States Steel 


President, SPA 


George H. Russell 
Ford Motor Co. 
Dearborn, Mich. 


Harold E. Bliss 
Lukens Steel Co. 
Coatesville, Pa. 


J. R. Crowley 
Arthur Young & Co. 
hicago Hamilton, Ont. 


Matt W. Boz, Shell Oil Co. 
General Conference Chairman 


R. M. M. Blake 
Peller Brewing Co. 


E. J. Hanley, Pres. 
Allegheny Ludlum 
Steel Co., Pittsburgh 


Systems experts to meet this month 


“SYSTEMS—the Pulse of Good Management” will 
be the theme of the Fifth International Systems Meet- 
ing sponsored by the Systems and Procedures Associa- 
tion of America scheduled to take place at the Roose- 
velt Hotel in New York on the 20, 21 and 22 of this 
month. According to Matt W. Boz, Shell Oil Co., 
New York, general chairman, advance registrations 
for the meeting promise a final listing of over 500 
registrants. 

The broad scope of the program is indicated by the 
subjects to be covered. C. M. Blumenschein, Con- 
tainer Corp. of America, New York, will speak on 
“Centralized Control of Multi-Plant Accounting”; 
V. H. Kane, Price Waterhouse & Co., San Francisco, 
has the subject, “Tomorrow's Quality Standards.” 
Harold E. Bliss, Lukens Steel Co., Coatesville, Pa., 
will speak on the subject “Control of Repair and 
Maintenance”; L. Browne Helms, American Steel & 
Wire Division, United States Steel, Pittsburgh, will 
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discuss “The How and the Why of Measuring Cler- 
ical Work.” Other speakers are K. H. Bergstrom, Yale 
& Towne Mfg. Co., Philadelphia, “Some Practical 
tical Methods of Production Control”; “Controlling 
Usage of Punch Card Machines,” Raymond Hunt, 
Prudential Insurance Co. of America; “Inbound Mate- 
rials and Their Control,” George H. Russell, Ford 
Motor Co., Detroit; “A Practical Approach to Work 
Simplification,” John R. Crowley, Arthur Young and 
Company, Chicago; “How We Handle the Payroll,” 
T. E. Hauser, National Tube Division, United States 
Steel; “Training Systems People,’ Charles W. La- 
Blanc, Research Institute of America, New York; 
“Strip Accounting Techniques,” J. W. Wirth, Jewel 
Tea Co.; “How to Manage Inventory,’’ Robert M. M. 
Blake, Peller Brewing Co., Haimilton, Ontario; ‘‘Set- 
ting Up a Model Systems Department,” Bruce Smyth, 
Federal Reserve Bank of Chicago; “Selling the Com- 
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1952 Winners of | ¢ 


Outstanding offices in the United T 
States follow varying designs in 
achieving beauty, operating effi- Li 


ciency and employee comfort B 


a Rr LD 


LARGE OFFICE WINNER: Lever House, headquarters of tt 
Lever Bros. Co., New York, winner of the “Office of the l 
Year” Award for offices of more than 500 employees I: 


a ’ 
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Southwestern Home Office of the Prudential Offices of United States Steel, in the new 

Insurance Company of America, Houston, 525 William Penn Place Building in Pitts- 

Texas, won Honorable Mention in the large burgh, Pa., were another Honorable Men- 
office class tion winner in the large office class 
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SMALL OFFICE WINNER: The Sacramento Bee, Sacramento, Calif., winner of 
the “Office of the Year” Award for offices of less than 500 employees 


the “Office of the Year” Awards 


THE 1952 winners of the annual “Office of the Year” 
Awards, sponsored by Office Management and Equip- 
ment, are Lever House, New York headquarters of 
Lever Bros., in the classification of offices having more 
than 500 employees, and the offices of the Sacramento 
Bee, Sacramento, Calif., for offices having less than 
5,00 employees. 

Winners of honorable mention are the offices of 
the Prudential Insurance Co. at Houston, Tex. and 
United States Steel at Pittsburgh, Pa., among the 
larger offices, and the offices of Pan American Life 
Insurance Co. in New Orleans, La. and of Toledo, 
Peoria and Western Railroad, Peoria, Ill., among 
the smaller offices. 

Announcement of the offices outstanding for design 
and layout among those constructed in the twelve 
months prior to June 30 was made following the con- 
clusion of the usual poll on the subject taken by 
Office Management and Equipment among members 
of the American Institute of Architects, American In- 
stitute of Decorators and the Association of Consult- 
ing Management Engineers. 

Despite continuing limitations of building mater- 
ials, the number of new offices to be considered this 
year was a large one and included a great many of 


Below, new building of the Toledo, Peoria & Western 
Railroad, Peoria, Ill., winner of Honorable Mention in the 
small office class 


unusual distinction. The offices honored, ranging all 
the way from multi-floored structures with thousands 
of employees to an ultra-modern railroad office em- 
ploying less than 100 persons, are alike in their suc- 
cessful attainment of modern office efficiency in an 
environment offering the utmost practically and es- 
thetically. 

Complete details of the outstanding features of 
these offices will be presented in illustrated articles in 
the November issue of Office Management and Equip- 
ment. 


Pan American Life Insurance 


Co., New Orleans, La., an- 
other Honorable Mention 
winner, small office class 
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Million Dollar Business Show 


Once again the National Business Show gives manage- 


ment an opportunity to see, test, and compare the 


tools 
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o Aptos ae poneme 
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the office equipment industry has to offer 


By WALTER A. KLEINSCHROD 


OFFICE MANAGEMENT AND EQUIPMENT 


MORE THAN 140 office equipment manufacturers 
from all sections of the country will put their wares 
on display this month at the 44th annual National 
Business Show, to be held at Grand Central Palace, 
N. Y., October 20-25. Foreign countries too—Sweden, 
Italy, England among them—are sending over their 
best products, aware that October is the start of the 
business year and the buying season. 

Rudolph Lang, managing director, declared proud- 
ly that this year’s National Business Show “‘is easily a 
million-dollar exposition.” Many buyers of office ma- 
chines and equipment have held back their orders, he 
said, until they can see, test, and compare the latest 
and best industry has to offer. More new products 
than ever before will be displayed for the first time, 
he added. 

“The new products to be introduced represent an 
enormous investment in research and inventive pro 
duction on the part of the office machine and equip- 
ment industry,” Mr. Lang said. “The products, serv- 
ices, and management techniques shown at the Palace 
are valued at well over a million dollars. Their 
proper application and use will return many-fold the 
amount of the investment by American businesses 
which take advantage of the latest developments to 
increase the productivity of their offices.” 

About 100,000 of the nation’s leading executives are 
expected to attend the week-long exposition. Gov- 
ernment and defense officials will be present too, view- 
ing the latest products with an eye toward speeding 
production and conserving manpower. The Depart- 
ments of Commerce and State intend to send represen- 
tatives to the show. Executives from Europe, South 
America, Canada, and Australia have also made plans 
to attend. 

This year’s show marks the third operated by the 
Office Executives Association of New York as a serv- 
ice to its members and the office machine and equip- 
ment industry. Other professional associations have 
requested and received special invitations to the show 
for distribution among their members. Many will 
hold conventions, seminars, or other meetings in New 
York timed to coincide with the exposition. Among 
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those requesting tickets are: the Systems and Proce- 
dures Association of America (which holds its national 
convention October 20-22 at the Hotel Roosevelt), 
the National Office Management Association, Amer- 
ican Management Association, Records Management 
Association, Personnel Club of New York, New York 
Personnel Management Association, National Associa- 
tion of Cost Accountants, Controllers Institute of 
America, National Association of Purchasing Agents, 
National Office Furniture Association, National Sec- 
retaries Association, Society for the Advancement of 
Management, Sales Executives Association, Transcrip- 
tion Supervisors Association, Direct Mail Advertising 
Association, Mail Advertising Service Association of 


New York City, and others. 


One feature of the show this year will be a motion 
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Elmer Helm 
Chairman 
National Business 


Robert W. Cameron 


President 
Show 


Office Executives Assn. 


Acme Visibile Records, Inc. 
Addo Machine Co., Inc. 
Aigner Index Co. 
Alden Products Co. 
Allen Communications, Inc. 
American Automatic Typewriter Co. 
American Dictating Machine Co. 
American Photocopy Equipment Co. 
American Tape Printer Co. 
Amplicall Intercommunication Systems 
H. C. Anderson Mimeograph Corp. 
Apeco 
Atlas Stencil Files Corp. 
The Audograph Sales Co. 
Bainbridge, Kimpton & Haupt, Inc. 
Bankers Box Co. 
Barrett Adding Machine 
The Bates Manufacturing Co. 
Beck Duplicator Co., Division of 
Autocopy, Inc. 
Billen Engineering Co. 
The Bircher Company, Inc. 
Boardmaster Visual Control System 
Charles Bruning Co., Inc. 
Business Laboratories, Inc. 
The Cincinnati Time Recorder Co. 
Cincinnati Time Recorder Distributors 
ef New York 
Collister Corp. 
Cortina Academy 
Cosco Office Chairs 
Crescent Industries 
n Company 
Ralph C. Coxhead Corp. 
Cummins Business Machines 
Cummins Chicago Corp. 
e Denominator Co., Inc. 
Diebold, Inc. 
Ditto, Inc. 
Dudley Office Equipment Co. 
Thomas A. Edison, Inc. 
Elliott Addressing Machine Co. 
Encyclopedia Britannica, Inc. 
Eriesson Interior Dial Telephone 
Systems 
Eurasian Commerce, Inc. 
Executone, Inc. 
Facit, Inc. 
Ferris Business Equipment, Inc. 
Fidelatone Company 


LIST OF EXHIBITORS 


Friden Calculating Machine Co., Inc. 

J. R. Geller Co. 

General Binding Corporation 

General Photo Products Co., Inc. 

Geyer Publications 

The Globe-Wernicke Co. 

Graphic Microfilm Corporatio 

Graphic Systems 

Graphic Visual Control System 

Gray Manufacturing Co. 

Gregg Publishing, Division of McGraw 
Hill Book Co., Inc. 

Hamilton Manufacturing Corp. 

Philip Hano Co. 

Elof Hansson, Inc. 

Harris Seybold Co. 

John D. Hawkins Co. 

Hectographia Corp. 

Henko Supply Co. 

Hush-A-Phone Corp. 

Hygienic Phone Service, Inc. 

Institutions Catalog Directory 

Institutions Magazine 

Iron Mountain Atomic Storage Corp. 

Itkin Bros., Inc. 

Korda Industries 

Krayer Manufacturing Co. 

Lanston-Monotype Machine Co. 

LeFebure Equipment 

Lightning Letter Opener 

Lightning Letter Sealer 

Linguaphone Institute 

Magna-Crest Corp. 

Magne-Dex Sales of New York 

Magnetic Merchandising, Inc. 

Magnetic Recording Industries 

Management Magazines, Inc. 

Manhattan Storage & Warehouse Co. 

Harold Mannheimer Organization 

Marchant Calculating Machine Co. 

Marr Duplicator Co., Inc. 

Marsh Stencil Machine Co. 

Master Addresser Co. 

Mayhal Photocopy Corp. 

jJ. Curry Mendes Corp. 

Michael Lith Co. 

The Michael Press 

Minnesota Mining & Mfg. Co. 

Monroe Calculating Machine Co., Inc. 

The Mosler Safe Co. 


New York Telephone Co. 

Odhner Sales, Inc. 

Office Appliances 

The Office Magazine 

Office Management & Equipment 

Office Publications Co. 

Olivetti Corporation of America 

Ozalid Division of General Aniline 
Film Corp. 

Payroll Tax Service 

Payrollmaster Co. 

Permofiux Corp. 

Pres-To-Line Corp. of America 

Queen Ribbon & Carbon Co., Inc. 

Rand MeNally Co. 

Remington Rand, Inc. 

Rex-Rotary Distributing Corp. 

Rex-O-Graph, Inc. 

Rite-Line Copyholder Division of 
Collister Corp. 

Robotyper Corp. 

Royal Typewriter Corp. 

Safeguard Appliance Corp. 

Safeguard Corp. 

Safeguard International 

Sanford Electronics Corp. 

Savasort Sorting Devices 

Schedule-A-Date Calendar Co. 

Simplex Metal Products, Inc. 

Simplex Time Recorder Co. 

Spin-Dex 

The Soundscriber Corp. 

The Staplex Company 

Stationers Supply Corp. 

Statistical a Co. 

Sunroc Compa 

Swift nen any Hisidnee Corp. 

Synchromatic Productions 

Target Punch Reinforcer 

Thomas Mechanical Collator Corp. 

Tiffany Stand Co., Inc. 

Times Facsimile Corp. 

Van Hawk Sales Co. 

Visirecord, Inc. 

Voice-Master Sales & Services 

Wassell Organization, Inc. 

Webcor Products 

Weber Addressing Machine Co. 

Webster-Chicago Corp. 

Zephyr American Corp. 
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is, Mergenthaler Linotype Co. is proud 
of its standing in the printing world, 
but management there knew it was de 

time to dress up in 


Above: The new general executive dining room 


Executives’ dining room can double as conference room—table can break down to individual foursomes 
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yiresh, new decor 


ANY TIME the printing industry edges into your 


ad subconscious for just a while, the chances are the 
d name Mergenthaler or a picture of Mergenthaler’s 
’ famous product will soon follow. That's simple evi- 

‘as dence of how great a tradition Mergenthaler is in the Executive reception—once upon a time 
industry. But the Mergenthaler Linotype Co. isn’t Pe : 
so tradition-bound that it felt impelled to go on with fully placed to permit further subdivision for privacy 
outmoded offices. The company saw merit in re- in receiving or entertaining clients. Colors are warm 
designed dining, conference and reception areas for without being obstrusive—grays for the walls and 
the firm’s main plant and headquarters in Brooklyn. wall-to-wall carpeting, muted green, black and wine- 
Intramural, Inc., New York, were the designers. red leather or fabric. for comfortable, classic-lined 

The only structural changes made in the original chairs. Cove lighting simulates sunshine. 

building were the removai of decorative interior pil- A striking decorative note is supplied in the recep- 
lars, archways and mouldings to create the largest tion area by the French sculptor Rene Chambellan’s 


expanse of wall-space and room dimension that could bas-relief of the famous Mergenthaler hall-mark: 


be achieved. An executive reception room and an “The Man with the Machine,” and by the block- 
executive dining-room have been planned to provide printed letter and number design of the drapery 
for expansion and flexibility of seating arrangements fabric printed in black on a grey ground. Fine con- 
without creating clutter. ‘Tables in the formal dining- temporary murals depicting stages in the history of 
toom have been especially designed to be set up as a _ type-setting also decorate the walls of each soem, 
single unit accommodating twenty-four guests, or as while a model of “Old Blower,” a linotype of 1886, 
separate units which can seat four, six, eight, twelve creates a special point of interest. 

and so on. The reception room has been equipped The designers have also been credited with the de- 
with easily movable furniture to permit of several pri- sign and execution of the Ziff-Davis Publishing Co., 
vate conferences at once, or to facilitate group conver- showrooms, Blue Bell Co. showrooms and the lobbies 
sation. The general executive dining-room accents in- and corridors of many important properties on Park 
formality and cheerfulness in a sound-proof atmo- and Fifth Avenues for Rudin Management, Douglas 
sphere. Screens are used throughout the rooms, care- _ Elliman and Sons, and other realty firms. 


“Old Blower,” Mergenthaler’s 1886 model Linotype, has the place of honor in the firm’s redesigned executive 
reception room, which can be changed into smaller conference rooms 
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LAWRENCE APPLEY 
President of AMA 


AMA sees 


new concepts 
for office 


management 


Survey to determine pro- 
gram for annual meeting 
later this month reveals de- 
sire for solution to high 
operating costs 


K. B. WILLETT, Hardware Mutuals 
Vice-President AMA 
Office Management Division 


SPIRALLING COSTS of office operations will in 
time bring about a revolution in office management. 
It may be at hand now, says the American Manage- 
ment Association as it announced its annual office 
management conference scheduled for October 16 and 
17 at the Hotel New Yorker. 

“The demand for new efficiencies to offset the 
spiralling costs of traditional office methods and pro- 
cedures may bring about a complete revolution in the 
field of office management which will strike hard at 
time-honored concepts,” the announcement said. 

The conclusion is based on a survey of qualified 
office executives, conducted by the AMA in determin- 
ing the conference program. Approximately 600 office 
executives from all over the country are expected to 
register for this meeting. 

The growing application of electronics to office op- 
erations provides the major theme for the conference. 
New developments in the use of electronic machines 
will be reviewed at the opening session by Professor 
Howard H. Aiken, director of the computation lab 
oratory at Harvard University, who will also separate 
“fact from fantasy” in a report on the capabilities of 
these new machines. 

The building of a checklist for making decisions on 
the adoption of electronic accounting equipment, as 
used by the Shell Oil Co., will be described by Matt 
W. Boz, assistant manager of the methods and statistics 
department of the company, and David V. Savidge, 
sales manager, Univac Fac-Tronic System, Remington 
Rand, Inc. 
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Five AMA Workshop Seminars like the one shown above are being held again this year 
—“Group discussion in its most effective form” 


A report on a full year of experience with electronic 
accounting operations will be given at an afternoon 
session by E. J. Cunningham, assistant controller of 
Monsanto Chemical Co. ‘This will be followed by a 
discussion of the problems of getting a smaller ofhce 
ready to take advantage of electronics in the conduct 
of its operations. The subject will be covered by John 
A. Sonnichsen, assistant treasurer of American Hard 
Rubber Co., who will report on how his company 
overhauled its office systems and methods, meeting 
its schedules, producing results and getting set for 
the shift. 

Work measurement in the office will be discussed by 
a panel of representatives of several leading com- 
panies, among them Chemical Bank and Trust Co., 
New York, and Atlantic Refining Co., Philadelphia. 

At a session on organization, scheduled for the sec- 
ond day of the conference, executive development in 
the office will be explored by Thomas E. Hurns, sec- 
retary and general accountant for the Detroit Edison 
Co. The place of the office management function in 
the company organization will also be discussed. 

The subject of quality control in the office will 
headline the final session of the conference. There 
will be a panel discussion presenting case histories of 
four leading companies—Johns-Manville Corp., repre- 
sented by Simon Collier, quality control engineer; 
Standard Register Co., represented by Fred E. Shelton, 
Jt. office manager; United Airlines, represented by 
Dale Lobsinger, and Aldens, Inc. At a special lunch- 
eon session, a leading social scientist will discuss the 
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Divisional conferences of AMA are accompanied by 
educational exhibits of manuals, records, reports, 
and other business documents 


effects of electronics, in “Look at the White Collar.” 
For the first time at an AMA office management 
conference, a “workshop exhibit” will be presented as 
a special feature of the meeting. This will be an edu- 
cational display of materials covering space utiliza- 
tion—layout and methods, organization, and the 
methods department's place in the company organiza- 


tion. (To page go) 
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What Is Involved in 
Office Design 


The final article in a series based 
on Mr. Harrison’s recent address 


at the International Lighting 


Exposition in Cleveland 


By HOMER B. HARRISON 


Kenneth H. Ripnen Co. Inc. 
New York 


OF THE eleven factors involved in office design, 
every office, whether an office of yesterday, or an office 
of today, already has them with the possible excep- 
tion of air-conditioning, acoustical treatment, under- 
floor ducts, and certain service facilities. So, it largely 
becomes a matter of kind and degree that makes the 
difference between the office of yesterday and the 
office of today. 

Let's begin with the first factor—office layout. The 
office of today will have a good functional plan or 
work flow arrangement. All departments will be so 
placed in relationship one to another that the flow of 
work will be in as nearly a theoretically straight line 
as possible. This applies also to the locations of indi- 
viduals within a department. Is that good? The office 
manager says “yes.” It saves countless hours of lost 
time in going from here to there. The same number 
of personnel can produce more work, or it may take 
fewer personnel to do the same amount of work. 

The office of today will have a good traffic circula- 
tion pattern. Is that good? Again, the office manager 
says “yes”—so do all the employees. It establishes 
direct routes of traffic for mail, messengers, and all 
employees, with a minimum amount of disturbance 
and confusion to all workers. 

The office of today will get maximum utilization 
out of every square foot of space for which you are 
paying rent. Is that good? The comptroller says 


yes. 
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The office of today will be so pre-planned that it 
will have high flexibility, affording the maximum lati- 
tude for space re-assignment and re-arrangement of 
partitions and furniture, to satisfy the organizational 
changes that continually develop in a business that 
is growing. 

An office layout, so pre-planned, will make possible 
necessary changes with a minimum amount of con- 
struction disturbances and alteration costs. Is that 
good? As for the construction disturbances, the office 
manager says “yes’—and for the reduced costs, the 
comptroller also says “‘yes.” 

In the office of today, the office will have been laid 
out according to space allocation standards that over 
the years have become stabilized at the point of maxi- 
mum return for these offices. 

Office layout, then, can be both bad or good. The 
good layout may not cost any more than the bad one. 
But it will cost money to change a poor office layout 
into a good one. The office of today will have the 
best office layout that talent can provide. 

Lighting: The office of today will have the best 
lighting that technology can supply. The clarion cry 
should be, “Give us more light so that we can seé 
more and see better without injuring our eyesight!” 

What is good lighting? For years our research s¢i- 
entists have been working in their laboratories, study- 
ing light and its effect on the human eye and body 
fatigue. Our lighting development engineers have 
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Note how elements of office design (see chart) produce this “office 


been creating new sources for producing better light 
for less money. 

What is good lighting? Is it 5 foot-candles, 10, 35, 
100, or what? On a clear day out-of-doors, the inten- 
sity is 10,000 foot-candles. Good office lighting can 
not be measured by foot candles alone. The color of 
the floors, walls, ceilings, furniture, and equipment 
all play their part in affecting lighting for better or 
worse. The mere repainting of a ceiling from a dark 
color to a light color may raise the light meter read- 
ing at desk level from 10 to 50 per cent. 

What is good lighting? Good lighting is controlled 
lighting, and controlled lighting aims toward the 
following objectives: 

1. Even illumination which can be approached 
through planned lighting fixture layout. 

2. Low surface brightness, wherein glare is reduced 
toa minimum, by means of fixture design. 

3. Reduction to the minimum of brightness con- 
trasts between surrounding and background surfaces. 

An eye doctor recently put it to me this way: “You 
can control lighting, but you cannot control the eye.” 
The iris or shutter which regulates the amount of 
light through the pupil is a muscle which works 
entirely automatically. When you look at anything 
that is lighter or brighter than what you have been 
looking at, the iris closes to reduce the amount of 
light entering the pupil. Conversely—looking from 
bright to dark, the iris opens and the pupil expands. 

(To page 87) 
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of today” at Globe-Wernicke Co., Cincinnati 


FUNDAMENTALS OF 
OFFICE DESIGN 


1) Office layout 
(involving 
planning and 
standards) . 


2) Lighting. 
3) Partitions. 
4) Air condition- 


ing or ventila- 
tion. 


5) Under - floor 
ducts. 


6) Floor cover- 
ings. 


7) Acoustical 
treatment. 


8) Painting. 


9) Furniture and 
equipment. 


10) Service facili- 
ties. 


11) Decorations 
(involving 
color, venetian 
blinds, 
draperies, and 
other elements 
of a decorative 
character). 
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Mr. Harrison lists these eleven ‘points as the basic 
elements of good design for any up-to-date office 
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TTHOSE EXECUTIVES who have been telling them- 
selves their offices need a more up-to-date atmosphere 
—as a good many offices unquestionably do—will 
si have the opportunity this month to do some concen- 
trated “shopping around” for the modern furnishings 
that can help do the trick. America’s entire office 
furniture industry has prepared a nationwide pro- 
gram—the second annual Office Furniture Week— 
which is designed to focus executives’ attention on 


the productivity and employee morale benefits that 
‘ modern office furnishings can mean to today’s busi- 
ad ness. The Week extends this year from October 19 
4a? tO 25. 
oF F “ : P 
ae urniture showrooms across the nation will feature 
+ special window displays and merchandising offers dur- 
bem ing this time aimed at helping business men outfit 
yes better offices for themselves and their workers. What- 
oS ever an office’s geographic location, its executives 


can be sure that their local furniture and equipment 
ae dealers will have made preparations not only for 

; bringing Office Furniture Week to their attention, 
but for helping them make a reality out of that finer 
office they had planned for so long. With the help 
of special displays, demonstrations, posters, and litera- 
ture, local dealers hope to serve American businessmen 


<3e Office Furniture Week 


—October 19-25— gives executives opportunity to examine 


their offices and do something to improve them 


by acquainting them with their merchandise, but 
moreover by planning with them to achieve the bet 
ter working place that modern management today 
must have to properly conduct its business. 

Along with the National Office Furniture Associa. 
tion, which sponsors the Week, stand other organi- 
zations representing directly related fields, which will 
co-operate in calling the event to the public’s atten- 
tion, organizations including the National Stationery 
& Office Equipment Association, the Wood Office 
Furniture Institute, the Upholstery Leather Group of 
the Tanners’ Council of America, the National Secre- 
taries Association, as well as individual business 
equipment firms. 

In addition, speeches in connection with the Week 
are scheduled for meetings of local business and in- 
dustry groups, and several governors and mayors in- 
tend to make official “Office Furniture Week” 
proclamations. 

The week of October 19-25 therefore offers the 
executive an unusual opportunity to better acquaint 
himself with the office equipment dealers in his region 
—and with their products—an opportunity that can 
produce a finer, more efficient working place of which 
he and his entire staff can well be proud. 


THE QUESTIONNAIRE printed below, which executives can check during an inspection tour of their offices, was 
prepared by the National Office Furniture Association in connection with Office Furniture Week. 


Is your staff working with 
worn out office equipment? 


O Yes 1) No 

If the offices of your clients 
looked like yours — front and 
back—what would be your 


sonnel using up expensive time 
traveling from one end of the 
office to the other? 


O Yes 0 No 


Will small desk and furni- 


Have you checked into the 
modern office equipment avail- 
able now that gives personnel 
more efficient, special units for 
special tasks? 

O Yes (1) No 


opinion of them? 
0) Good (1 Bad 


Have you ever asked your 
accountant to estimate what it 
costs you to use slow, old-fash- 
ioned equipment? 


O Yes (J No 


Have you got an office lay- 
out that keeps expensive per- 


ture renovation jobs now give 
important, expensive pieces 
longer, useful life? 

O Yes 0 No 


Have you become so accus- 
tomed to small scratches, little 
torn spots in drapery, tired-out 
color schemes, that you don’t 
notice them? Do your clients? 


O Yes (1) No 


Will new drapes and some 
small upholstering jobs spruce 
up your new office like new? 


O Yes (J No 


Can you save rent by a new 
office layout that absorbs a 
larger staff in less space—and 
amortizes itself out of savings 
over a short period? 

O Yes (1) No 
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BEAUMONT NOMA CHAPTER WINS GEYER AWARD 


The annual Geyer Award of $100 for the best main- 
tenance of membership by a chapter of the National 
Office Management Association was won this year by 
the NOMA group in Beaumont, Tex. For the fiscal 
year ending June 30, Beaumont was able to maintain 
a full 100 per cent of its members. Runner up was 
Baltimore, which held on to 95.6 per cent of its 
chapter membership. A scene at the recent presenta- 
tion ceremonies in Beaumont (above) shows (I. to r.): 
J. C. Harper Jr., secretary; H. J. Lass, past president; 
R. P. Rees, president, and F. J. Bernhardt, vice-presi- 
dent. In a statement made subsequent to the presen- 
tation, Secretary Harper said on behalf of his 
chapter: “I would like to say in all sincerity that 
the Beaumont chapter won the award not with the 


idea of trying to receive $100, but that we have 
tried to make our chapter meetings so interesting 
that no one wants to drop out . . . Our programs 
vary and are very interesting. We have found from 
experience that panel discussions and programs in 
which any or all of the members present participate 
always bring out a crowd. In this way we have tried 
to help each other with the problems we confront in 
our daily business experience.” Last year's Geyer 
Award went to the Long Beach, Cal., chapter which 
had maintained 100 per cent membership, and had 
shown in addition a 68 per cent gain in new mem- 
bers. Beaumont that year was declared runner up. 
The Geyer Award is sponsored by the publishers of 
“Office Management and Equipment." 
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SOUNDPROOF CEILINGS 


recently installed in offices of the Surface Combustion Corp., 
Toledo, O., are seen (left) as they looked when work was in 
Progress, and (right) after the project was completed. The firm, 
which manufactures heating, air conditioning, and aircraft equip- 
ment, used Owens-Corning Fiberglas insulation and acoustical board 
to remodel their ceilings, mounting the boards on an “Alumi- 
Coustic" suspension system. Ceilings were lowered from 20 feet 
to 10 feet 6 inches. According to a spokesman for Surface Combus- 
tion, the firm's engineers selected this particular type of installa- 
tion to conserve heat, as well as to deaden office noise. The new 
ceiling material has cut the heating costs || per cent, it was report- 
ed. The job required 9,070 square feet of Fiberglas duct insulation, 


October, 1952 


16,000 square feet of 2-inch pre-formed insulation, and 16,000 
square feet of acoustical ceiling board. The Alumi-Coustic systems 
depends on gravity to hold the ceiling boards in place, it was 
explained, thus providing accessibility to areas above each board. 
They may be lifted easily from the grid for maintenance or emer- 
gency reasons. The boards may be cleaned in position, or removed. 
They may be spray painted with any good water base paint, Owens- 
Corning says, without decreasing their acoustical value. In addi- 
tion, the ceiling board is said to have high light reflection and 
non-combustibility properties. Surface Combustion Corp. maintains 
plants in Columbus, O., and Tulsa, Okla., as well, and employs 
more than 1,700 workers. 
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AWARD WINNER 

A merit award, with distinction, 
was presented in Minneapolis to 
Borge Nielson, electrical engineer, 
for lighting designs he created 
there in the banking room of the 
Twin City Federal Savings and 
Loan Association. The installation, 
which utilized equipment designed 
and engineered by Solar Light 
Mfg. Co. of Chicago, was singled 
out for special recognition at the 
Fourth International Lighting Ex- 
position and Conference of the 
National Electrical Mfrs. Associa- 
tion, held recently in Cleveland. 
The system was installed during 
remodelling of Twin City Federal's 
offices in 1951. It features re- 
cessed fixtures employing the new 
40-watt low brightness fluorescent 
lamps, designed to eliminate the 
need for shielding louvers. Mag- 
ney, Tusler and Setter, Minneapo- 
lis, were architects and engineers 
for the project. 


“AND IF ELECTED, | WILL..." 


The latest technique in political campaigning, 
seen at left, is saving one busy candidate valu- 
able minutes this election year. Howard Elliott, 
Republican nominee for Governor of Missouri, 
dictates speeches, letters, and instructions to 
his staff on his Audograph dictating machine, a 
product of Gray Mfg. Co., Hartford, Conn. 
Mrs. Elliott offers suggestions as they drive 
from town to town. 


STEEL DRAWING TABLE 


featuring selected soft wood tops which can be 
adjusted to comfortable working angles by 
means of back adjusting devices, is newly offered 
by the Stacor Equipment Co., 768 E. New York 
Ave., Brooklyn. Except for the top, the new 
4-post table is constructed entirely of "'life- 
time" steel. Square tubular legs are footed 
with rubber to prevent marring of floors. The 
table is available in two heights and four board 
sizes, and is finished in gray enamel. 
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NEARLY 4,000 
employees are fed daily in this 
modernized cafeteria at the fac. 
tory of Royal Typewriter Co. of 
New York. Workers here gobble 
down 500 pounds of meat and 149 
loaves of bread daily. In addition 
to the 200 half-pint bottles of 
milk consumed each day, 180 
quarts are used in the 60 pounds 
of coffee served in the same per. 
iod. The dining room, which seats 
1,080, has a new acoustical file 
ceiling to reduce the cafeteria 
din. Ceiling beams were sanded 
and repainted to match the tile, 
Posts were enclosed with standard 
plywood. Other additions to the 
cafeteria include a fluorescent 
lighting system, and electric fans. 
Tables and chairs, set up accord- 
ing to a geometric pattern, re- 
place the somber atmosphere that 
prevailed when long wooden 
tables were used. The table tops 
are made of Formica in three 
sizes, and are colored red, yellow, 
green and gray. 
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FIRE RESISTANT SURETY BOX 
constructed of complete double steel walls has been introduced 
tecently by the Befco Co., 1210 Hertel Ave., Buffalo, N. Y. A 
quarter-inch of specially treated asbestos sheeting insulates the 
space between the walls. Each box is equipped with a cylinder lock 
and two keys, and retails for $11.95. Weight: 10! pounds. 


PLASTIC BASKETS 


A new line of waste baskets 
made of flexible “squeeze 
bottle" polyethylene plastic 
is being introduced nation- 
ally by Plas-Tex Corp., 2525 
Military Way, Los Angeles. 
The baskets are unbreakable 
and rustproof, their manu- 
facturers say, adding that 
their product will not fade, 
peel, or chip. The resilient 
plastic is almost noiseless, 
and the bottoms of the 
baskets are said to be 
smooth enough to prevent 
floor scratches. Two sizes 
are available: the 10 x 14 
inch, 15-quart model, which 
retails for $3.95, and the 
8 x 11 inch, 8-quart model, 
costing $2 each. 


THE “SNORKEL” 


—termed by its manufacturer the “first 
practical messproof fountain pen''—is 
designed to fill without the need for 
dunking the point into ink. The pen 
(left), a product of the W. A. Sheaffer 
Pen Co., Fort Madison, lowa, is loaded 
through a small gold tube that extends 
out from under the nib and siphons the 
ink without wetting the nib itself, or any 
part of the pen but the tube. It bor- 
rows its name, Snorkel, from the breath- 
ing apparatus that extends from modern 
submarines to the surface of the water. 
The pen was developed by Lynn Martin 
(right, standing), Sheaffer's chief devel- 

pment gi and Wilbur Olson 
(seated), the company's director of de- 
velopment. Spread before Mr. Olson 
are the 21 parts of the new pen. The 
Snorkel is available with 16 different nibs 
ranging from extra fine to coarse, and in 
five colors: green, aqua, burgundy, gray, 
and black. Prices range from $12.50 to 
$120. It is the first product manufac- 
tured in Sheaffer's new $3,250,000 plant 
on the banks of the Mississippi. 


ILLUMINATED TYPEWRITER PLATEN 


designed especially to facilitate preparation of graph st 
intended for multi-color printing, has been introduced by Van's 
Letter Service, 1344 E. 63rd St., Chicago. The translucent platen 
(above), acting as a source of light behind the stencil, enables the 
operator to achieve accurate registration on all the sheets needed 
to complete a multi-color printing job, or for registering words in 
boxes, under pictures, or on printed stock. According to the manu- 
facturers, the platen gives full vision of the guide copy which is 
put under stencil. Power hook up (below) is said to be easily done. 
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GLUING PROBLEMS CHECK PROTECTION 


should be considerably eased with this new adhesive dispenser Postamatic Co., 1549 Belfield Ave., Philadelphia, Pa., has introduced 
called the Glu-Pen, offered by Wayne W. Light Co., || W. 42nd the Chekmate, this Durostyrene plastic device designed to protect 
St., New York. When the point of the “pen” is pressed to a checks from tampering. Chekmate, which is bank approved, per- 
surface, it deposits thereon a dot of glue. According to its manu- forates the paper after the check has been filled out. The compact 
facturers, the instrument may be carried in pocket or purse. More device is manufactured with a satiny, metallic gray finish, and is 
than 5,000 glue "dots," they add, are in each cartridge. Price: $2.95. packaged in a suedene-lined gift box. 


NEW TRANSPARENT TAPE COP-E-EEZ HOLDER 
Newest entry into the cellophane tape is Technical Tape Corp., 177th St., and R. Funk & Co., Edison Rd., Furlong, ~~ 
Harlem River Terrace, Bronx, N. Y. Their product, first manufactured early this year, is has introduced Cop-6-Ees, « — ™ ‘I 
now available in all standard widths. Technical Tape's initial order, for half-a-million rolls, and line spacer for letter and lega 


was consigned to the U. S. government. 


CUSTOMERS 


of the County Trust Co., largest bank 
in Westchester County, N. Y., can 
now present checks in any of the 
bank's branches and get them 
promptly cashed. This speedy service 
is executed through the use of two 
machines: |) a motorized push-button 
card finding system known as Simpla- 
find which presents a customer's card 
to the operator in an avergae time 
of 3 seconds, and 2) an electronic 
scanning and transmission device 
called Telefax, which utilizes a direct 
telephone wire to transmit an exact 
facsimile of a customer's signature 
as shown on his card to the teller in 
the branch bank. Girl (right) is shown 
seated at the Simplafind card file. 
To her right is the Telefax transmis- 
sion system. This is said to be the 
first installation of its kind in the 
United States. Simplafind is a product 
of the Simpla Research & Mfg. Co. 
Inc, 427 Fourth Ave., New York; 
Telefax is made by Western Union. 
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size paper 12 inches wide or less. 
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NEW LIQUID PROCESS DUPLICATOR 
introduced by Duplicopy Co., 224 W. Illinois St., Chicago, 
features self-positioning paper guides and a patented auto- 
matic feed. The manually operated machine, known as the 
model A-44 Duplicopy, retails for $169.50 f.o.b. Chicago. 
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WOODEN DESK TRAYS 
of kiln-dried oak, walnut, or mahogany, are offered by the Sell Corp., 
500 S. Clinton St., Chicago. The trays are available in either “economy” 
or “de luxe front office’ models, in both legal and letter sizes. All 
models feature tongue-and-groove corners, and smooth lacquer finishes. 


VISUAL CONTROL DEVICE 

Victor Safe & Equipment Co., North Tonawanda, 
N. Y., recently introduced its new "Controla- 
Chart." According to Victor, the new device pro- 
vides color-keyed visibility, speedy operation, and 
sufficient adaptability to meet most business chart- 
ing problems. Basic unit of this system is a I5 x 
30 inch enameled board which may be joined to 
others to form an extended record chart. Designed 
for use on office or conference room wall, it can 
be kept up-to-date by one operator with a few 
minutes attention a day. 


SWING-TOP WASTE RECEPTACLE 
A waste receptacle designed especially for use 
near water coolers is offered by the United Metal 
Box Co. Inc., 168 Seventh St., Brooklyn. The 
manufacturers point out that with the new recep- 
tacle, discarded drinking cups cannot clutter the 
floor around the cooler, nor can it be soiled by 
inadvertently spilled water. The unit, known as 
model 115, features two swinging doors that are 
scientifically counterbalanced to open easily and 
close automatically after use. The receptacle is 
constructed of heavy furniture steel, and stands 
at waist height. It is finished in olive green enamel. 


ILLUMINATED MAGNIFIER 
designed especially for inspection work has been introduced 
recently by Stocker & Yale Inc., Marblehead, Mass. A port- 
able high-intensity fluorescent unit, the new fixture is 
equipped with either a 2- or 4-power lens measuring 2 x 4 
inches. The lamp never gets hot, its manufacturers say, 
although it provides 500 foot-candles of illumination. 
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PHOTO PAPER DISPENSER 
A new device designed to safely store sensitized photo paper, and 
to dispense it one sheet at a time, is newly offered by General 
Photo Products Co. Inc., Chatham, N. J. A push of a lever at the 
side of the unit causes a single sheet of photo paper to emerge 
from a lightproof slot. Called “Ejector Paper Safe," the dispenser 
is available in several sizes, retailing at $12.50 for the largest. 
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new for the office 


LETTERBOX-CALLBOARD 

combination newly offered by Lit-Ning Products 
Co., 3907 Duquesne Ave., Culver City, Cal., pro- 
vides office personnel with a compact multi- 
purpose message center. The device not only 
indicates who is in or out, it provides space for 
clipping general notices as well, and compartments 
for individual messages. Measuring 6 x 14 x 16 
inches, the unit is available in gray or green. 
Letterbox and in-and-out board are also available 


separately. 

UTILITY TELEPHONE STAND 

recently introduced by Vanguard Engineering & 

Mfg. Co., 53 W. Jackson Blvd., Chicago, features 

open shelf space for telephone directories, and 

closet space for books, ledgers, and miscellaneous 

office supplies. The unit is standard desk height, 

measuring 12 x 18 x 30 inches, and is constructed 

of heavy gauge steel. It features a door with 

rounded corners that closes flush with its sides, 

and a second shelf beneath the directory shelf. 
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NEW STENCIL DRAWING SCOPE NEW ODOR CONTROL FIXTURE e 
A new drawing scope for use in offices that require artwork or hand utilizing ozone-producing ultraviolet lamps is introduced by Midwest a 
we lettering on mimeograph stencils is offered by Hart Mfg. Corp., Fixture Co., 9217 Seneca St., St. Louis. The new deodorizer, market- a 
i 2400 Endicott St.. St. Paul, Minn. The Hart scope features a glass ed under the name Air-Refresher,. actually destroys odors, its manu a 
piss bed cemented ir an easel-mounted frame designed for use in facturers say, and does not mask or disguise them with any i 
vertical or horizontal positions. The unit, which retails for about chemical or perfume. Ultraviolet rays, generated by an enclosed 
= $20, is sold complete with a standard heading bar, lamp, reflect- Westinghouse Odorout lamp, react with oxygen in the air to produce U 
a or, styluses, a “new-type" T-square, and a 30-60-90 degree triangle. ozone—the gas which performs the odor destruction. Single bulb fr 
The Hart Co. also makes mimeographs, duplicators, and supplies. units, designed operate for 4,000 hours, retail for $6.95. a 
y 

HUMIDIFICATION 
for large offices and storage rooms is provided 


with this self-contained unit manufactured by the 
Bahnson Co., 1046 S. Marshall St., Winston-Salem, 
N. C. The humidifier atomizes water by centrifu- 
gal force at the rate of 3 gallons per hour, and 
distributes it through a 360 degree opening. Units 
measure 15!/2 x 18!/4 inches, weigh 55 pounds. 


POSTING TRAYS 
designed especially for housing sheets used with 
sensimatic and similar type b 
have been added to the DeLuxe line ‘of office 
equipment manufacturd by Wilson Jones Co., 
3300 Franklin Blyd., Chicago. The new trays are 
available in choice of sizes and capacities, with or 
without stands. For further information, contact 
Wilson Jones, requesting circular D1247. 
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1952 


Equipment 
Roundup 


A monthly feature devoted to 
sources and _ descriptions of 
major lines in the office equip- 
ment and machine field 


A earns 
Remington Rand Ine. Flexifile 


File Cabinets * Transfer Files + Storage Files 


THE FEARS voiced a month ago that the steel strike 
would play havoc with future stocks of consumer 
goods now appear to be groundless, at least where 
steel files are concerned. Men who know the situation 
say that in thirty days, this type of office tool will be 
as available as basic steel quotas will allow. Dealers 
admit that even now the file business is becoming 
competitive again. “The fact is,” one dealer said, “the 
shortage never really developed.” 


Art Metal Construction Co. says the Art Metal Speed- 
File is “the most practical automatic release file made and 
offers the fastest filing obtainable. When the drawer is 
opened, file contents slope backward 3% inches automatic- 
ally and all of the slope is toward the back of the drawer 
away from the operator. The rigid drawer front and the 
expansion drawer back provide greater strength and con- 
venience in use. The full depth of the drawer is available 
for filing space—no space is required for mechanical parts. 
Upon opening the drawer, all guide tabs are visible from 
tront to rear. Contents are divided and supported by 
adjustable Speed-File Spacers. Drawer extends fully be- 
yond the front of the case. 

“The drawer suspension used on the Art Metal Speed- 
File is the time-tested Art Metal side arm ball-bearing 
toller suspension,” Art Metal says. “It is easy rolling, 
smooth, quiet and clean. No soiling of operator’s clothes.” 

The Art Metal Speed-File is available from Art Metal 
Dealers throughout the entire country. It is built in the 
four and five drawer height and is available in letter or 
legal sizes. 


Atlas Stencil Files Co.’s Jumbo file (a 2-drawer upright 

model) is equipped with Atlas hangers and provides an 
efficient, economical system for filing offset plates, stencils, 
X-rays, and the like. 
; The plates hang vertically, free from damage by scratch- 
ig, folding, sticking, dust, and improper handling, Atlas 
Says, adding that its indexing system enables filed material 
to be quickly located when wanted. 
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The Jumbo is constructed of heavy gauge steel. The 
two drawers are equipped with ball bearing suspensions, 
and have a light-reflecting inside finish. The hangers are 
designed to glide easily on the runners in each drawer. 
Four types of hangers are available to fill differing filing 
needs, and the Jumbo may be equipped with whichever 
type of hanger is desired. Available in gray, green, black 
wrinkle, and gray hammerloid finishes, the Jumbo has a 
capacity of 700 offset plates, or 1,400 stencils. Prices begin 
at $187. 


Berger Mfg. div., Republic Steel Corp., in describing its 
line of standard grade “A” label vertical files, says: “The 
life of a filing cabinet depends upon the structural strength 
of the case work, the durability and ease of operation of 
all moving parts. Berger uses special double-strength steel 
to give sturdiness and rigidity necessary to withstand hard 
use and abuse. 

“Drawers are carried in and out of the case on cradle 
type suspension slides, fitted with eight case hardened ball 
bearing fixed rollers and two solid floating rollers. This 
type of suspension will continue to operate indefinitely, 
easily and quietly.” 

Finishes for Berger files are of platinum gray enamel, 
neutral green enamel, walnut enamei, and mahogany 
enamel. 


Cole Steel Equipment Co. Inc. says of its model 1200 
letter-size file: “This file is made of heavy-gauge furniture 
steel and is electrically welded throughout. The smooth 
gliding ball bearing rollers offer easy action even when 
heavily loaded. The extra-heavy formed reinforced chan- 
nels run full length of the case inside. The files can be 
interlocked into solid batteries. This unit is available in 
olive green and is 14 inches wide, 1234 inches high and 
245% inches deep.” Price of the unit is $9.50. In legal size, 
the unit is known as model 1500 and lists for $10.25. 

Both the legal and letter size units are available equipped 
with a lock and two keys for only $2.00 additional per 
unit. Spring compressor follow blocks are available for 
these files at $1.90 each. Prices are slightly higher in Texas, 
Colorado and west of the Rockies. 
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Tools of the Office 


Corry-Jamestown Mfg. Corp. says that its Steel Age 187 
tabulating card file “is specifically designed for fast, effici- 
ent filing and handling of tabulating cards in modern 
offices. One of its outstanding features is the drawer de- 
sign which permits each tray of the file to be easily removed 
and carried right to the desk or table where work can be 
done most efficiently. Each tray is equipped with high 
sides to assure full protection of records and allow stacking 
of the trays.” 

The Steel Age 187 tabulating card file is 19 inches wide, 
52% inches high and 28% inches deep, and contains ten 
separate drawers and twenty trays. It provides space for 
filing of up to 78,000 cards. Each drawer is mounted on a 
ball bearing suspension designed for effortless operation. 

Other highlights of this Steel Age file include a positive 
bottom, channel compressor, four vertical reinforcements 
for added strength and durability, “quick vision” label 
holders, and optional file locks that can be easily installed 
in the field. The Steel Age 187 tabulating card file is avail- 
able in Corry gray, olive green, walnut and mahogany. 


General Fireproofing Co. features its Super-Filer, the 
company’s 5-drawer file cabinet which is designed to cut 
office expense four ways: by saving time, simplifying filing 
work, saving floor space, and reducing initial cost of equip- 
ment. 

“Because Super-Filer is mechanized, it cuts in half the 
number of operations in filing, and effects savings where 
costs are the highest—in the operation of the equipment,” 
the company says. 

“When a drawer is opened the swing front produces a 
supported angle spread and adds working space from out- 
side the cabinet. Thus, the operator can file, find or even 
read any record direct.” 

Since working space need not be deducted from within 
the cabinet, Super-Filer increases usable filing capacity at 
least 18 per cent per drawer. The increase in drawer capa- 
city means fewer cabinets to buy and operate. For in- 
stance, two five-drawer Super-Filers can replace three four- 
drawer rigid front files or five five-drawer Super-Filers can 
replace six five-drawer rigid front files. Savings in floor 
space are also realized. 

G-F points out that the new self-adjusting Divide-a- 
Files are exclusive with Super-Filer. They mechanically 
serve to break up the load in the drawer, keep the contents 
slanted rearward for easy reading, and help maintain com- 
pression at all times. 

Super-Filer is available in two, three, four, and _five- 
drawer heights and inserts are available to handle practi- 
cally any filing problem. A five-drawer Super-Filer, each 
drawer equipped with three self-adjusting Divide-a-Files, 
retails at $111.04 in Zone I. Delivery in about 60 days, 
depending upon existing conditions. 


Globe-Wernicke Co.’s 2-, 3-, 4-, and 5-drawer high “7009 
Line” steel files are equipped with their patented concealed 
trigger latch. Mounted and concealed within the inne 
surface of the drawer pull at the left, the trigger latch jg 
an integral part of the pull. When the drawer pull js 
grasped to open the file, the sensitive trigger is automatical- 
ly compressed by the slight pressure of a finger tip. “The 
trigger’s instant response silently releases the drawer latch 
mechanism permitting the drawer to open immediately,” 
Globe-Wernicke says. 

Made of white metal with “satin smooth” finish, this ney 
drawer pull is designed with a slightly concaved front that 
not only fits the hand, the manufacturer says, but “creates 
an effect of smart highlights and shadows.” 


Keystone Steel Equipment Co. Inc. offers filing cabinets 
in both letter and legal sizes, and in either suspension of 
non-suspension styles. The suspension models feature ten 
heavy rollers per drawer designed for smooth, easy gliding 
even under the strain of heavy loads. Non-suspension files 
are made with cross-rail, reinforced drawer construction, 

Keystone files are completely electro-welded, and feature 
ratchet-type compressors. All files are available in 2-, 3, 
4-, and 5-drawer units, with or without locks. The company 
also manufactures a line of storage, wardrobe, desk-high, 
counter-high, and combination cabinets. 


Metal Office Furniture Co., manufacturers of the Steel 
case Stylefile, calls attention to the fact that their 5-drawer 
file is given special prominence in their current filing cab- 
inet catalog. Occupying the same floor space as a 4-drawer 
file, the 5-drawer Stylefile gives 25 per cent more filing 
space. Because four of these files equal the capacity of five 
4-drawer files, they save expensive floor space. Strength 
and sturdiness, the firm says, are due to a skeleton frame- 
work of steel inside the outer case. Welded in all corners 
of drawer openings are heavy torque plates which insure 
rigidity and permit easy, smooth drawer operation, they 
add. The drawers glide on patented suspensions, which 
operate on case-hardened, polished steel balls. As with all 
Steelcase files, built in 5-, 4-, 3-, and 2-drawer heights, both 
letter and cap size drawers are regularly fitted with guide 
rods, and take all standard folders and guides. 


Oxford Filing Supply Co. says “We finally are in produc- 
tion on the latest addition to our Pendaflex line, the Pen- 
daflex Junior File. When Oxford first introduced Penda- 
flex hanging folders more than ten years ago, it seemed 
possible that Pendaflex would entirely supplant old-style 
filing folders. 

“But it has turned out to be like the Australian Bush- 
man, who got a new boomerang, and spent the rest of his 
life trying to throw away the old one. For with each new 
erupting sales peak of Oxford Pendaflex hanging folders, 
sales of the Oxford line of conventional filing folders con- 
tinues also to grow!” 


From the left: Shaw-Walker’s N 1070 W; Art Metal Construction Co.’s Style 7151; a Western Mfg. Co. model; Corry: 
Jamestown Mfg. Co.’s tabulating card file; a Victor Safe & Equipment Co. model; and one of the Steelcase line of 
Metal Office Furniture 
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DIAL LOCK VAULT 


STORAGE CABINET 


The “MODERN” File 


Just right for the small office. A filing cabinet, a storage cabi- 


4 DRAWER FILE 


No. 990 
net and a concealed secret vault all in one. The latest design 6 5 0 
in office cabinets. Contains four ball-bearing letter files plus 
three adjustable storage compartments under lock and key. 


Only YOU know the combination of the secret vault. Will pay 
for itself by preventing petty pilferage. 51%” high, 3012” wide, 


No. 1090 LEGAL SIZE with 


legal size instead of letter 


17” deep. Olive green or Cole gray baked enamel finish. 


The above cabinets are also available with plunger-type lock that 


automatically locks all drawers, $8.50 additional 


Grained Walnut, Mahogany or Knotty Pine Finish, $12.50 additional 


COLE STEEL EQ me INC, 285 MADISON ail 
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Prices slightly higher in Texas, Colorado and West of the Rockies. 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS 
AVAILABLE ON REQUEST. 
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PRONTO STORAGE FILES 


for less active records.. 


OTHER SIZES AND PRICES 


Inside Dimensions FIBRE BOARD STEEL 
SUGGESTED USES oe = 
. * File PRICE File PRICE 

tone tatghs Ganges No. Single Carton No. Single Carton 
Letter Size 12% .. 10%, .. 24 | E210 . . $3.55. . $3.45 W210L. . $4.45... “se 

Letter Size ._. 12 Pe | Ys -. E210S . 3.45... 3.35 1210S. . 435.. 4.25 
Legal or Cap_.._.__. 15% ..10%..24 | E510... 435.. 4.25 ISIOL.. 5.60.. 5.50 
Invoices _. 10% .. 8% ..24 | E109 .. 3.20.. 3.10 109... 3.95... 3.85 
*2 Rows 8x5 Forms. 10% .. 8% ..24 | El08 .. 3.50.. 3.40 08L.. 4.25.. 4.15 
*Invoices or 2 Rows 8x5 10% .. 8% ..18 | El08QM. 3.45... 3.35 108M . 4.15... 4.05 
Freight Bills Ht oo Fat 1 2+ 20... 2 971L... 3358.. 326 
ee WO/,2 .. 4%..24 | E104... 3.05... 2.95 104L.. 3.95... 3.85 
Drafts or Checks. Me .. Wee. 24 | £94 .. 240... 2.30 1941L.. 3.00.. 2.90 
Drafts A Checks___ Me .. «2 18 | E94M . 2.35.. 2.25 941M . 2.95.. 2.85 
5x8 For 8% .. 5%..24 | EBS .. 2.70.. 2.60 W5IL.. 3.30.. 3.20 
eDeposit S i Sips ( (2 2 Rows) 8 “e -. 15 | E85S .. 2.60.. 2.50 1851S... 3.20... 3.10 
Deposit 8% .. -- 24 | £64 .. 2.40... 2.30 184IL.. 3.00.. 2.90 
Tabulating Cards __ 7% .. 3%... 24 | E73 .. 240... 2.30 3IL.. 2.95... 2.85 
*3x5 Cards (3 Rows)__ We. 2. 42..24 | £64 2. 435... 425 1645L.. 5.60.. 5.50 
*4x6 Cards (2 Rows)__ 12% .. 5 ..24 | £24 .. 3.20... 3.10 1245L.. 3.95.. 3.85 
*3x5 Cards (2 Rows)__ 10% .. -- 24 | £103 .. 3.05.. 2.95 03... 305.. 395 
po meg i w. ~ anid «2 10%..24 | 92... 3.35.. 3.2 iSe2L.. 4.25... 4.15 
fisgeer $ oo oem a .. OB... 2S 912L.. 4.90.. 4.80 
Ledger Sheets innaiiciin 12% ..12%..18 | £12 .. 5.15... 5.05 1212M . 6.70.. 6.60 


Letter Size $355 
Legal Size $4435 
Check Size $240 


STURDY CONSTRUCTION — Prontos are built 
275-lb. test corrugated fibre board and rei 
forced with steel on the shell and the four com 
of the drawers. 

SAVE FLOOR SPACE — Constructed so that 
interlock into solid units and stack as high 
the ceiling, saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more 
of fussing and fuming. With Pronto files you“ 
get at all records just as easily'as in your 
active files. 


BEAUTIFUL APPEARANCE — Pronto files are > 
tiful in appearance, finished in an attractive 
green. The steel drawer front matches your 
lar active office files. 
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(From page 42) 


This mobile file offers 17 inches of filing space, with 
locking cover that swings back out of the way, so that the 


Finished in oyster gray, and equipped with silent ball- 
bearing casters. 


Remington Rand Inc., in discussing its FlexiFile units, 
says: “One of the greatest problems in filing is housekeep- 
ing. In the busy day, file clerks and secretaries usyally 
do not take the time to adjust followers. They file material 
loosely or remove material, causing the remaining files to 
slump. This condition can be overcome conveniently and 
economically by the use of FlexiFiles. FlexiFiles are de- 
signed to fit most vertical file applications.” The letter and 
legal size FlexiFile has twelve cloth pockets which evenly 
divide and support filed material. As the name applies, this 
is a flexible filing device. Two letter size FlixiFiles placed 
crosswise in a legal size drawer provide a convenient and 
practical desk-side file. 


Rockwell-Barnes Co. manufactures an integrated line of 
steel modular furniture, of which Rock-A-Files are a part. 
The firm describes the Rock-A-File as a “side-opening 
filing cabinet specially designed for use as a modular com- 
Ponent. Entire contents of ‘rocking’ compartments are in- 
stantly available—compartments project only slightly when 
open and can remain open if desired.” 

Rock-A-Files are available in single compartment letter 
and legal size units which measure 30 x 22 x 14 inches. 
Both models are available with locks, and in either gray 
or walnut finishes. 


_ Security Steel Equipment Corp. manufactures a tabulat- 
ing card file, the model 8620, which features ball bearing 
cradle-type suspensions and positive lock compressors. The 
unit contains 20 trays arranged in two banks of ten, giving 


Left: Rockwell-Barnes’ Rock-A-File execu- 
tive installation (line drawing above shows 
how the file opens); right view of Yawman 
& Erbe’s Empire cabinet combination lock; 
below, from extreme left, “A” label file of 
Berger Mfg. Div., Republic Steel Corp.; Top 
Flight Products’ non-suspension file; and 
Globe-Wernicke’s “7000 Line” file, with a 
view of its new styled trigger latch 


it an 80,000-card capacity—4,000 cards to a tray. Trays 
feature a back hand-hold of rolled smooth steel which 
facilitates tray removal. Constructed entirely of heavy- 
gauge steel, the file is trimmed with cast aluminum hard- 
ware, and finished in either gray, green, grained walnut, or 
mahogany. Trays measure 7% x 3% x 26% inches; overall 
dimensions of the cabinet are 18 15/16 x 52 x 28% inches. 


St. Marks Metal Products Inc. offers a 2-drawer filing 
cabinet in either letter or legal size, and in either 18- or 
24-inch depth. The unit features smooth ball bearing track 
channel construction, compressor follow blocks, index guide 
rods, and aluminum handles. It is 29% inches high. St. 
Marks also manufactures a steel desk top which can be 
fitted on two 2-drawer cabinets to form a 3-piece desk. 
Cabinets retail for $22.50 or $26.50, depending upon depth; 
the desk top alone sells for about $16.50. 

The firm also offers a 1-drawer cabinet designed to stack 
to any desired height. Another St. Marks product is a 
storage-cabinet telephone-table combination which stands 
30 inches high. 


Shaw-Walker Co. offers its No. N1070W Automatic Ex- 
panding Drawer File. This unit is designed to give 15 
per cent more usable filing space. When the drawer is 
pulled open, the expanding-back automatically causes cor- 
respondence and guides to fall back, not forward. These 
files, available in letter and legal sizes and four- and five- 
drawer heights, effect important savings in floor space. 
Drawer, on free-coasting slides, pulls clear of cabinet three 
inches. Other features include: sloping innerhead, hand- 
rubbed finish, cast bronze hardware, automatic drawer latch 
and hobble blocks for convenient “V” reference openings. 


Steel Parts Mfg. Co. features its Desk-O-File unit with 
hanging file cabinets. (To next page) 
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Above: Steel Parts Mfg. Co. Desk-O-File 


tute and insert drawers, card filing cabinets, and counter 
equipment. 


Western Mfg. Co.’s files are of the non-suspension type, 
are constructed of heavy-gauge furniture steel, and are 
available in letter or legal widths in 2-, 3-, and 4-drawer 
heights. The 4-drawer letter-size file (illustrated) lists for 
$48.95. 

Western’s files are equipped with rollers fabricated of 
powder metal and impregnated with oil, thereby eliminat. 
ing the need for further lubrication throughout the life of 
the file. The company reports, however that current emer- 
gency conditions have caused them to discontinue two of 
their standard lines of equipment. “At this time,” they say, 
“we are manufacturing the aforementioned line of non- 
suspension files, Desk-Hi secretarial portable files, single- 
drawer Add-A-Files, and an all-in-one unit.” 

Delivery on Western's 2-, 3-, and 4-drawer cabinets runs 
approximately 30 to 60 days. The firm reports that deiivery 
on single-drawer Add-A-Files and portable Desk-Hi files 


‘rom the left: Security Steel Eauipment mode! 2620: Keystone Steel Equipment Co. No. 6000; Atlas Stencil 
File Co.’s Jumbo offset plate holder; Oxford Filing Supply Co.’s Pendaflex Junior; and General Fireproofing 
Co.’s 5005L Super-filer ‘ 


“This device combines into one sturdy compact unit, the 
availability of two files, and a desk at the same time,” 
Steel Parts says. “The features of an inexpensive all-stee! 
desk that is also portable, plus the immediate availability 
and accessibility of important files that can be referred to, 
and at the same time is used as a combination desk, makes 
this unit outstanding.” 

The single Desk-O-File unit is 24 inches long by 18% 
inches deep (No. 3100). When two Desk-O-Files are 
joined by an attachable steel working surface the unit is 
52% inches long. Made of heavy gauge steel in green, 
grey or walnut baked enamel finishes. Large, silent rubber 
casters. Easily reconverted to separate file cabinets. Cab- 
inets come in letter and legal sizes. 


Top Flight Products Co. Inc. features non-suspension 
filing cabinets in 2-, 3-, 4-, and 5-drawer letter and legal 
size units. Constructed of heavy gauge furniture steel, the 
files utilize ball bearing rollers which make the drawers 
roll smoothly and silently. The 4-drawer model is priced 
at about $39.95. 

Top Flight also manufactures a line of suspension filing 
cabinets, lockers, telephone cabinets, parts cabinets, and 
three types of steel transfer cases. 


Victor Safe & Equipment Co. offers an insulated file 
cabinet which features side locking devices and “positive 
action” followers. Shown here is the “Bestline’’ standard 
4-drawer letter unit. Models are also available in 2-, 3-, and 
5- drawer sizes, with gray or green finishes. Mahogany or 
walnut finishes cost slightly more. Additional features in- 
clude “extra rugged” construction, “satin finish” aluminum 
hardware, and smooth, quiet suspensions, its manufacturers 
say. The Victor Co. also produces cross-file trays, substi- 


is approximately 60 days, though delivery on their all-in- 
one units can be made “almost immediately.” 


Above: Cole Steel Equipment 

Co.’s No. 1200, and right, St. 

Marks Metal Products’ 2- 
drawer model 
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Yawman & Erbe Mfg. Co. offers a two-in-one combina- 
tion to all buyers of their filing equipment. Y & E now 
makes avaiable Empire Cabinets with a combination lock. 

“This cabinet offers all the advantages of the Y & E 
cabinets plus the added assurance that important and pri- 
yate papers are well protected and kept private,” the com- 
pany says. “The lock assures the owner that any tamper- 
ing with the cabinet would be clearly visible.” 

The combination lock offers 1,000,000 theoretical com- 
bination changes, ease of combination change and positive 
relocking device. The lock is precision cast and machined 
and is completely protected against corrosion. 

The cabinet is neutra-tone gray in color (other stand- 
ard colors are available). It has ball bearing cradle sus- 
pension drawers which assure a lifetime of easy operation 
with drawers fully loaded. All four corners of the top are 
acetylene welded making smooth rigid construction. The 
reinforcing cross members in the back also add to the 
rigidity. Delivery on combination lock cabinets are same 
as delivery on the regular empire cabinets. 


Storage and Transfer 
Files and Cases 


Bankers Box Co., in explaining its product, says: “Today 
the storage filing of practically all business records is uni- 
versally recognized as a prudent policy. These records 
often jam current files. The vital necessity for saving in- 
active records when there is a need for only occasional 
reference makes extreme economy desirable. Storage filing 
is approximately 95% safety and only 5% reference. The 
Liberty record storage box offers an economical method 
for housing all types of inactive office records. Liberty 
boxes assure safety against dust, dirt, mildew, spillage and 
loss. Only the highest grade corrugated fibre-board is 
used in these boxes. The patented closing method provides 
spillproof protection and seals the contents against dirt 
and dust. Liberty record storage boxes are avai.able in 
25 standard stock sizes to meet differing office needs.” 


Berger Mfg. div., Republic Steel Corp. says of its steel 
transfer cases: “The Berger steel transfer case carries the 
entire weight of the stock on the extra heavy channel iron 
frame; it permits high stacking and conserves space. It is 
made in styles and sizes to fit every office record need. 

“Easy-opening, no-binding drawers, locking catches and 
clips are with each Transfer Case for both vertical and 
horizontal stacking.” 


Berger Div.’s Transfer Case 
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Dolin Metal Products’ all-steel file 
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Diebold Inc.’s Safe-T-Stak is said to reduce storage space 
as much as 50 percent. They are built to record size and 
require no space-wasting shelving. Safe-T-Stak eliminates 
expensive erection. Because the units are self-supporting, 
Diebold says, they may be stacked and locked for safety, 
doing away with the expense of lumber, shelving materials 
and carpentry. With drawers systematically labelled, clerks 
can go directly to the required record without losing hours 
of searching. 

Diebold continues: “Lifting heavy boxes from shelves, 
fumbling with string-ties, wiping away dust—all this is 
eliminated by Safe-T-Stak. The use of these storage files 
is as simple as opening and closing a drawer. Finally, 
Safe-T-Stak represents a once-in-a-lifetime investment. The 
initial investment is the only investment, for Safe-T-Stak 
can be used again and again. They are unaffected by dust 
and dampness.” 

Prime pickled and oiled sheets go into Safe-T-Stak con- 
struction to insure freedOm from rust. Air-operated elec- 
tronic control spot welds give perfect fusion designed to 
hold through years of the roughest handling. 

Both shell and drawer are constructed of 24 gauge steel 
with milledge interior steel reinforcement. The weight of 
stacking is carried by the shell, leaving the drawer free- 
opening without binding. The bottom drawer in a stack 
opens as easily as the top drawer. The drawers are equipped 
with steel handles securely welded to the front. These 
handles are certified by testing laboratories to withstand 
a pull test of 500 pounds. Each drawer has friction-reduc- 
ing runners embossed on the bottom and sides. 

Safe-T-Stak are available in 23 sizes ranging in price 
from $6 to $10.70 for stock models. Immediate delivery is 
available on all standard sizes. 


Dolin Metal Products Inc.’s model 500 letter-size all 
steel transfer file (illustrated) is one of sixteen different- 


_size units manufactured by that firm. This line originally 


contained 25 sizes, but since April, 1951, the company has 
found it necessary to reduce the extent of the line because 
oi the restricted material situation. This reduction in the 
number of stock sizes available was decided on in order to 


(To page 52) 


Top: Bankers Box Co. Liberty 

Storage Box Stock Size 11, and 

Diebold, Ine.’s 82-71 Stock 
_, Storage file 
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Consists of 2 desk tops (UDT-1 & UDT-2), 4 par- On. 
titions (UPA-1 & UPA-2), 3 side panels (UPE-1), No. 
10 caps ( 4 UC-1, 4 UC-2, and 2 UC-3 ).Unit es Twa 
shipped knocked down. Easily assembled. 


ce system in America today! 
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UNO-ALL-IN-ONE DESK-OFFICE-SYSTEM 


Description 


OUTSIDE DIMEN. Ship. 
H. Ww. D. wt. 


Uno Basic Desk Office | 30,” 18” | 150 Ibs. 


ANY OF THESE SPECIALIZED TAILOR-MADE INDIVIDUALIZED PRIVATE OFFICES 
CAN BE YOURS FOR THE ORDERING. BUILD YOUR OWN OFFICE SYSTEM. 


1» UX. Order by this number) 
Consists of Basic Unit U-1 
(see above), and U-30 $131.00 
Cat. No. UX2C ‘Same as above 
except legal drawers $135.00 


2 


LA 
Cat. No. UXS. (Order by this number! 
Consists of Basic Unit U-1 
{see above}, U-30 and U-32 $163.50 
Cat. Noe. UX3C 


Cat. No. UX4.. (Order by this number 

Consists of Basic Unit U-1 

(see above), and U-31 and U-35 ; 
$174.60 

Cat. No. UX4C Same as above bd 

except legal filedrawer $178.60 


; Consists of Basic Unit U-1 
{see above), and U-37 and 0-44 


Cat. No. UXKG6. (Order by this number! 

Consists of Basic Unit U-1 

(see above), and U-34 and U-36 
$178.40 


Cat. No. UX7. (Order by this number 
Consists of Basic Unit U-1} 


Consists of Basic Unit U-1 
(see above), and U-38 and U-32 
$198.50 


rg 


°8.0.B. N.Y. All Prices 
_ Higher on West Coast 


AVAWABLE IN Fatura Grey on 
art steel sales corp. 


Cat. No. UXY. (Order by this number 
Consists of Basic Unit U-1 
(see above), and U-31 and U-40 


$189.95 
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Cat. No. UXIO. (Order by this number! 

Consists of Basic Unit U-1 

(see above), and U-41 and U-43 
$192.60 


Order by Catalog Num , 
LITERATURE AVAILABLE 


new york 63 nn. y., u.s. a. 


October, 1952 
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Y| THESE S%cfyzaj%¢UNO UNITS GIVE YOU THE GREATEST FUNCTIONAL SERVICE 


VW 4 fs Z 


one-desk-office-system 


Design your own special 

combination for your in- 

dividual needs. Start with 

Basic Unit Cat. No. U-1 
and 


build-up-as-you=- 
go-aiong 


(ORDER BY CATALOG NUMBER) 


_AT EXTREMELY LOW PRICES. BUILD UP YOUR OWN PRIVATE OFFICE 


Cat. Ne. U-30 
Consists of 


Cat. Ne. U-31 
Consists of 

One F3000 

One F3000S 
One base (UB-2) 


Consists of 
A| Two F3000S 


| Cat. No. U-32 2 


' One base (UB-2) . 


$32.50 |. St- 2-00 
Lego! Size.......... $36.50 Cat No. U-31C Legal Size... ..$36,50 Cat No. U-32C Legal Size ......... $36.50 
Cat. Ne. U-34 | Cat. Ne. U-35 
Consists of | Consists of : 
Two F3462 One F3353 One F3353 
One F3000 One F3582 =| One F3582 
One base (UB-2) One F2000C | One F3000SC 
$34.40 One base (UB-2C) One base (UB=2C) 
$43.60 $43.60 


Cat. Ne. U-36 Cat. Mo. U-37 ———— Cat. Ne. U-38 he 
Consists of Consists of aja fe Consists of : 
Four F3462 Five F3353 ; cla all Three F3364 
One base (UB-2) [FJ One base (UB-1C) = One base (UB-2) 
ala)e 
$36.30 $67.50 C= $67.50 
Cat. No. U-39 F Cat. Ne. U-40 Cat. Ne. U-41 
Consists of Consists of Consists of 
One shelf (USH-1) One shelf (USH-1) One shelf (USH-1) 
Two F3296 j One hess | One F9296 
One base (UB-2) | One F3853 One F3000 
$53.40 Raneke One base (UB-2C) One base (UB-1) 
$58.95 $46.70 — 


Cat. No. U-42 


Consists of 
Three F3264 . 
One base (UB-2) 


$50.70 


. Y, Al Prices 
on West Coast 


art steel sales 


October, 1952 


Two F3853 


: U5 BA ‘One base (UB-1C) 
SQ 
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$47.40 


Consists of 


Order by Catalog Numbe: 


6 
: | two fsesa 
a Lets One base (UB-1C) ” 
SS $47.40 
AVAWLABLE IN Fadaca Grey on Seclnatiot stampano one, 


LITERATURE AVAILABL 4 
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Tools of the Office 
(from page 49) 

better serve the requirements for the more commonly used 
sizes of transfer files. Dolin reports that the direct effects 
of reduction of the line to those sizes for which the demand 
was greatest made possible a substantially improved deliv- 
ery schedule which was not possible otherwise. At this 
time, all sizes remaining in its catalog are being shipped 
on a two to three week delivery schedule and barring any 
unforeseen developments should be kept at that level. The 
No. 500 Letter size file is distributed through regular trade 
channeis with a list price of $8.75 each. 


Globe-Wernicke Co. says its drawer style folding storage 
case “makes it possible to keep transferred records conven- 
ient and as readily accessible as if in the active files. The 
case is sturdily fabricated of high-test corrugated board 
reinforced with a strong metal frame on the inside of the 
front. This greater rigidity makes stacking possible and 
assures prefect alignment.” 

The drawer has smoothly turned top edges designed to 
protect the user’s hands, is non-binding and puils out 
easily and freely. A strong metal pull provides ease in 
handling the drawer. 


Globe-Wernicke’s drawer style storage case 


Globe-Wernicke dust-resistant storage cases come 
knocked-down; are quickly assembled in but a few seconds, 
A printed detached label for typing contents of drawer is 
included. Cases are available in neutral tan color, in letter 
and legal sizes. Outside dimensions are: 1034 inches high 
x 23% inches deep. No. 3F-1, letter size, is 12% inches 
wide; no. 3F-2, legal, 15% inches wide. 


Manufacturers List—Schedule of “Tools” Round-up features on page 57 


All Steel Equipment Inc. 

100 Griffith Ave., Aurora, Ill. 
American Box & File Co. 

18 Mangum St., Atlanta, Ga. 
Arrow Paper Products Co. 

96-100 Prince St., New York 
Art Metal Construction Co. 

Jamestown, N. Y. 
Art Steel Sales Corp. 

170 West 233rd St., Bronx, N. Y. 
Atlas Stencil Files Co. 

1662 E. 118th St., Cieveland 
Automatic File & Index Co. 

549 W. Washington Bivd., Chicago 
Bankers Box Co., Inc. 

720 S. Dearborn St., Chicago 
Bentson Mfg. Co. 

Aurora, Ill. 
Berger Mfg. Div., Republic Steel Corp. 

1038 Belden Ave., N. E., Canton, Ohio 
Browne-Morce Co. 

Muskegon, Mich. 
Cardinal Sales, Inc. 

5631 W. Madison St., Chicago 
Cole Steel Equipment Co. 

285 Madison Ave., New York 
Columbia Steel Equipment Co. 

Lincoln-Liberty Bldg., Philadelphia 
Convoy, Inc. 

Canton, Ohio 
Corry-Jamestown Mfg. Co. 

Cory, Pa. 
Currier Mfg. Co. 

2448 W. Larpenteur Ave., St. Paul, 

Minn. 

Diebold, Inc. 

1411 Fifth St., Canton, Ohio 
Dolin Metal Products, Inc. 

315 Lexington Ave., Brooklyn, N. Y. 
Louis H. Farber 

31 E. Congress St., Chicago 
Futuramic Steel Products Co. 

1400 Atlantic Ave., Brooklyn, N. Y. 
General Fireproofing Co. 

413 Dennick Ave., Youngstown, Ohio 
Globe-Wernicke Co. 

5029 Carthage Ave., Cincinnati, Ohio 
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FILE CABINETS AND TRANSFER FILES 


Guide System & Supply Co., Inc. 

335 Canal St., New York 
Hedges Mfg. Co. 

2931 Wentworth Ave., Chicago 
Herring-Hall-Marvin Safe Co. 

Hamilton, Ohio 
Hillside Metal Products, Inc. 

262-270 Passaic St., Newark, N. J. 
Interior Steel Equipment Co. 

2357 East 69th St., Cleveland 
Invincible Metal Furniture Co. 

842 South 26th St., Manitowoc, Wis. 
Kay-Wood Products, Inc. 

Bedford, Pa. 
Keystone Steel Equipment Co. 

1914 So. Water, Philadelphia 
Lexington Metal Products, Inc. 

565 Park Ave., Brooklyn, N. Y. 
Leonards’ Detroit 

13029 W. 7 Mile Rd., Detroit 
Lion Steel Equipment Co. 

3070 Webster Ave., Bronx, N. Y. 
Lyon Metal Products, Inc. 

16 Madison Ave., Aurora, Ill. 
Mayfair Co. 

317 N. Desplaines St., Chicago 
Metal Office Furniture Co. 

1495 Division Ave., Grand Rapids, 

Mich. 

Midwest Metal Mfg. Co. 

1818 N. [8th St., St. Louis, Mo. 
Oxford Filing Supply Co. 

Clinton Rd., Garden City, N. Y. 
Parker Steel Products, Inc. 

54-60 Columbia St., Brooklyn, N. Y. 
Peerless Steel Equipment Co. 

Unruh & Hasbrook Sts., Philadelphia 
Penn Metal Corp. of Pa. 

42 Oregon Ave., Philadelphia 

Pronto File Co. 

285 Madison. Ave, New York 
Remington Rand, Inc. 

315 Fourth Ave., New York 
Rockwell-Barnes Co. 

35 E. Wacker Dr., Chicago 
St. Marks Metal Products, Inc. 

1709 St. Marks Ave., Brooklyn, N.Y. 


Security Steel Equipment Corp. 

50 Manhattan Ave., Avenel, N. J. 
The Shaw-Walker Co. 

1950 Townsend St., Muskegon, Mich. 
Steel Parts Mfg. Co. 

4630 W. Harrison St., Chicago 
Top Flight Mfg. Co. 

6224 So. Oakley, Chicago 
Vanguard Engineering & Mfg. Co. 

53 W. Jackson Blvd., Chicago 
Victor Safe & Equipment Co. 

315 Fourth Ave., New York 
Watson Mfg. Co. 

63 Taylor St., Jamestown, N. Y. 
Weis Mfg. Co. 

Monroe, Mich. 
Western Mfg. Co. 

Highland Ave., Aurora, Ill. 
George W. Weyand 

175 Fifth Ave., New York 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester, N. Y. 


Watch for 

the November “Tools” 
feature, covering 
executive desks 

and supply 


cabinets. 
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Faster, Easier Filing in 


pws Tlo 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment 
“rocks” open to make its entire contents instantly 
accessible. More than that, Rock-a-File actually 
requires less floor space than old-fashioned drawer- 
type files! 

Rock-a-File compartments project less than eight 
inches when open, “rock” open and shut effort- 
lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- 
dors, small corners and many other hitherto im- 
practical locations become ideal filing space with 
Rock-a-File. 

And Rock-a-File is safe, too... gravity center 
remains always within the cabinet; no danger of 
toppling, even with lower compartments empty. 


See your dealer or write for a descrip- 
tive folder and name of nearest dealer 
today ... hearn how Rock-a-File can 
save filing time, costs and space in 
your business. 


ooo With Kock a File 


Z a a = A typical vault 
Z installation showing 
“T= = - 4-compartment and 
=T 2-compartment 
= us =z ~ Rock-a-Files in tiers. 
i is 


A 2-compariment Rock- —— 
a-File in private office use. = 
Note close position... sostiiedl 
no need for user to rise; 
ivst swing around in chair, ~ 


For information, address Dept. O 


ROCKWELL-BARNES COMPANY 


35 East Wacker Drive + Chicago }, Ill. 
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Corry-Jamestown Mfg. Corp., Corry, Pa. will introduce 
its new Steel Age secretarial desk equipped with the 
firm’s Shelfomatic typewriter shelf which will soon be 
standard equipment on all 3000 Line Steel Age secre- 
tarial desks. The new shelf glides into typing position 
at a touch, remains rigid until released by the operator. 


Rockwell-Barnes Co., 35 East Wacker Dr., Chicago, will show 
its new, improved line of Rock-a-File Steel Modular furniture. 
A number of construction improvements have been made. 


© one 


YOUR OFFICE EQUIPMENT DEALER will see this merchandise, and much more, 
when he attends the convention of the National Stationery and Office Equipment 
Association this month at the Conrad Hilton Hotel, Chicago. 

him select the products you will one day see displayed in his store. 


Wilson Jones Co., 3300 Franklin Blvd., Chicago will present ring 
books, Zippit ring books, portfolios, and brief bags of leather-like 
Neolite (above, left). Its subsidiary, Cooke & Cobb Co., 122 East 
23rd St., New York will show its line of expanding files and wallets, 
bound in Lexide, a material that has the appearance and feel of 
Morocco grained leather (center and right). Not shown, but to the 
introduced at the convention are an address book assortment, trip 
books, diaries and albums made by Standard Diary Co., 26 Black- 
stone St., Cambridge, Mass., also a subsidiary of Wilson Jones. 
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National Vulcanized Fibre Co., Wilmington, Del., wil 
present its Nos. 2A (above, left) and 5A Vul-Cot waste 
baskets. Constructed of National Hard Vulcanized Fibre. 


The show will help 


Meilink Steel Safe Co., 1672-80 Oakwood Ave., Toledo, Ohio will F Safe 
show new Hercules “C” line of safes. These safes come in a variety 
of sizes and styles, finished in wrinkle grey enamel or in special 
colors. All new models bear Underwriters’ one-hour, Class “C” and 
T-20 burglar labels, plus the Relocking Device and S.M.N.A. label, 
Safe sizes with 18'%-inch inside width for 17 x 11-inch blinders. 


The C. L. Downey Co., Ninth a 
Colfax Ave. Hannibal, Mo. wil 
show the Styx-Dry bill strap, coatel 
with pressure-sensitive adhesive thi 
seals without moisture and designe 


f 
to double the speed of banding “ a 
rency. In the picture above, a re 


of unsealed $100 bill straps is at rig 
left. Right are two sealed strapg, 
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Guardsman Safe Co., La Porte, Ind. will introduce the Privateer 
Wall Safe, a product of its subsidiary, the Valentine Safe & 
Lock Works. Main feature of the new safe is that it is the 
shape and size of a cement block and can be installed in any 
aructure having cement blocks by removing one of the blocks. 
Safe can also be anchored in cement or bolted to a shelf. 


Rand MeNally & Co., 536 South Clark St., 
Chicago will introduce (above, left) Pre- 
mier World Atlas, $8.95, with reference 
maps, special business features, popula- 
iton figures. Above center: one of forty- 
six new state pocket maps. Each includes 


ve the 
lesigned 


Thomas Furniture Co., High Point, N. C. will show its new line 
of steel tubular furniture for the first time. Above is shown 


a shelg' STOUp of the new furniture in a waiting room. Made of 


5 at the _ armored steel, the line includes the No. 285 end table; 


1952 


No. 265 sofa; the No. 285 coffee table; the No. 265 chair; 
and the No. 265 love seat. The love seat is not shown here. 
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Orna Metal Products Co., 2412 S. Seventh St., St. 
Louis, Mo. will show the D-3824 Skyliner Rocket 
Desk (see above). Both it and the D-4228 Skyliner 
Comet Desk are similar to the D-3420 Skyliner 
Utility Desk, but are larger in size. The D-3824 is 
4 inches wider, 4 inches longer, 1 inch higher. 


a booklet with information about the 
state covered, $1. Above, right: the new 
$6.95 Ambassador Globe. The 12-inch 
globe features a pearl grey thermoplastic 
base and latest political changes. Above 
price is introductory, the firm advises. 


Art Specialty Co., 3245 W. Lake St., Chicago will 
show new Flexo adjustable fluorescent lamps. Four 
models will be exhibited: General (shown here) ; 
Draftsman; Desk; and Floor. The General model 
has two bolts that clamp base to surfaces up to 
three inches thick. East, $22.95; West, $25.95. 
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No two top-notch administrators look alike .. . 
dress alike . . . work alike. But when you see a 
man who fits a certain pattern, the chances are 
you're looking at a good executive. Here are 
some ways to spot him: 


1. He likes to use other men’s heads as well as 
his own... 


2. Gets a kick out of accomplishment... 


3. He knows how to pass the ball to his sub- 
ordinates... 


WAYS TO RECOGNIZE 
A GOOD EXECUTIVE 


4. He keeps several pots boiling at once without 
confusion... 

5. Has an office that helps him do all these 
things better... 

“Y and E” equipment does two things for an 
executive: 1. Gives him an office that looks 
attractive. 2. An office that makes it easier to be 
efficient. Both are important—one helps him sell 
himself and his ideas; the other helps him get 
things done. 

“Y and E” offices are designed for success. 


1045 JAY STREET +» ROCHESTER 3,N. Y., U.S.A 
OFFICE MANAGEMENT AND EQUIPMENT 


=e 


_ Also Makers of Quality Filing Systems and Supplies 
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Tools Schedule 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
Filing supplies. 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 
Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 
MARCH 


Duplicating machines—all types. 


APRIL 
Fans, air circulators, air conditioning 
units, and water coolers. 

MAY 


Mailroom equipment and machines, 
and addressing equipment and floor 


coverings. 


JUNE 
Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 

JULY 
Staplers, numbering machines, and 
secretarial posture chairs. 

AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 

SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


Desk Lamp, Pen Set Featured 
Among New Plastic Products 


Two desk implements are featured in 
an announcement of new plastic prod- 
ucts recently prepared by the plastics 
division of Monsanto Chemical Co., 
Springfield, Mass. The first, an execu- 
tive swivel desk light, features a shade 
and base of mottled Resinox phenolic 
Plastic. It is manufactured by Atlas 
Consolidated Corp. 298 Junius St., 
Brooklyn, and retails for $2.98. The 
second item, a simulated onyx desk 
pen set made Of Monsanto’s Lustrex 
Styrene plastic, sells for$1.29 with a 
single pen holder, $1.95 with two. It 
18 a product of the Chatham Mfg. Co., 
Chatham, N. Y. 
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100% accuracy assured 
| when you use your photocopy machine 


Mistakes are common when 
information is copied by hand 
... or typewriter. And even 
subsequent copy-checking 
doesn’t catch them all. But 
you can always count on your 
photocopies being 100% ac- 
* curate. And the cost—in 9 
cases out of 10—will be only a 

fraction of the manually tran- 
scribed copies. 


So...do a little double-checking 
now, if your photocopy machine is 
seeing only part-time use. Remember 
—it’s designed to save you time and dollars 
in reproducing the paper work of 
all departments. 


For the best photocopies, use 
Kodagraph Contact Paper 


This paper is made by Kodak for use in 
all types of contact photocopiers. It repro- 
duces all documents in dense photo- 
graphic blacks, clean whites .. . 
with new sparkle and legibil- 
ity. And it’s easier, more 
economical to use—no more 
split-second timing or trial-and- 
error testing. Order it...and see 
for yourself. 


[Kodagraph Gomac? Paper 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 
) 


EASTMAN KODAK COMPANY 72 
\ Industrial Photographic Division 
) Rochester 4, N. Y. 


Mail coupon for |4 
free booklet 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


TRADE-MARK 


OFFICE MANAGEMENT AND EQUIPMENT 52 


ie pele Be = “7 came! es Oe ee SS eel} ee ee 65 ee | aes OL Cl ae = 2 
Pp get *< 
a pe, 
.. sy 
.. | vee 
ee bp N a ta vie a | 
Piss oa a , 
= ee: y 
— 
aia ee 
ae + 
Zé 
fs yi : er 6 
; as he : " iti | 
i Ph ; », ; . 
: : - 3 
: —— 
| at adi hy gf | 
8  — | | 
. | 
: | 
| 
: OO | 
| po } 
: 
is ; 
| litte 
| | 
Department , 
Company 
e | dalk | 
Once OD ceo a 3 
; 
a Oa SS 
Ss. A. 
18) ee 
a Ee =A Ea i aussie ri i at : gh ee 2? x . | “ : 77 . . 
5 e a aa” Re os el i . a a oe ‘ee. aka er ie be Atha, pak If ‘ 


The newest and best in everything for the modern office 


TRY, TEST AND COMPARE AT THIS INTERNATIONALLY 
FAMOUS EXPOSITION IN THE WORLD'S CAPITAL 
OF BUSINESS AND FINANCE. 


ces 


THE 1952 NATIONAL BUSINESS SHOW 


GRAND CENTRAL PALACE - NEW YORK CITY - OCTOBER 20-25 


WEEKDAYS 1-10 P.M....... SATURDAY 1-6 P.M. 


RUDOLPH LANG... Managing Director 
33 West 42nd Street, New York 36, N. Y. 
PEnnsylvania 6-6760 
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BREAKFAST BROADCASTERS 
WORK FROM SPECIALLY 
DESIGNED SLIDING DESK 


As office managers have realized for 
along time, nothing helps more to get 
a job done right than proper tools— 
the right files, chairs, desks, and such. 
And should that job involve broad- 
casting early morning chitchat while 
gulping down coffee and toast, it too 
should have the right equipment. Take 
the unique desk that Ed and Pegeen 
Fitzgerald use each morning for their 
program of unrehearsed breakfast con- 
yersation, direct from their apartment- 


Fitzgeralds’ desk, opened 


studio, over WJZ in New York .It 
was designed especially for the Fitz- 
geralds by Kim Hoffmann and 
Stephan Heidrich, industrial designers 
and interior decorators, New York. It 
is part of an over-all refurnishing the 


two designers executed recently for 
this husband-and-wife radio team. 
Their new _ breakfast-desk, when 


closed, forms a quarter circle which 
permits the broadcasters to look at 
each other and work without becom- 
ing cramped for space. When guests 
join the Fitzgeralds, desk surface can 
be increased to a full semi-circle by 
sliding out extensions at each end of 
the unit. The extensions stand 3% 
inches below the main surface, and 
accommodate a 3-inch Hermes port- 
able typewriter which fits under the 
center portion when the desk is closed. 
Papers and other small items can like- 
wise be hidden away undisturbed after 
the Fitzgeralds finish their day’s 
“work,” and their radio studio be- 
comes once again their apartment. 


OEA HEARS MAJOR ELIOT 
DISCUSS POST-ELECTION 
BUSINESS OUTLOOK 


In a speech before the Office Execu- 
tives Association of New York last 
month, Major George Fielding Eliot 
said that the most important question 
facing the next President would be: 
can America continue to maintain a 
teasonably high level of defense 
spending, and at the same time begin 
a reduction in taxes. The noted au- 
thor and news analyst, in a talk titled 
What’s Ahead for Business — After 
Elections?” declared that the solution 
to this question was largely “a prob- 
lem of management.” He said the 
new chief executive, whether he is a 
Republican or Democrat, must first 
take a “long, clear view” of the na- 
tional and international situation, by 
gathering together and studying as 
Many relevant facts as he is able. Ac- 
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cording to Major Eliot, the new Pres- 
ident must then: 1) “define what our 
resources are,” in short, determine 
what we can reasonably expect from 
the American people in the next few 
years. 2) Determine our objectives. 
The President must decide what the 
nation is to do about the present situ- 
ation, he said, and decide in concrete 
terms. 

The occasion for Major Eliot’s talk 
was OEA’s first dinner meeting of the 
1952-53 season, held in the Skytop 
Room of the Statler Hotel. OEA is 
the New York chapter of NOMA, the 
National Office Management Associa- 
tion. 

The speaker suggested that better 
management is needed throughout the 
governmental chain-of-command, but 
especially, as he phrased it, “way up 
the line’—most particularly in the De- 
fense Department. We must start 
here, he said, not only because proper 
defense is today vital to our very sur- 


| ie 


vival, but because the greatest budget- 
ary savings, and the greatest advances 
in efficiency seem possible in this 
branch. He pointed out that approxi- 
mately 80 per cent of the current bud- 
get is earmarked for defense. By im- 
plication, Major Eliot criticized the 
administration for not providing the 
incentives to management to use their 
superior know-how for the betterment 
of governmental procedures. 

If we “gave American efficiency its 
head,” the speaker asserted, we would 
in time achieve a sense of direction 
and urgency, and a balance between 
reserves and actual productive capac- 
ity, vital for the months ahead. 

OEA inaugurated a technical infor- 
mation service at last month’s meet- 
ing. Members had a chance to submit 
queries on personnel recruitment, mail 
roonr procedures, and tabulating ma- 


chines to specialists in these subjects ae 
during the “Fellowship Hour” which 
preceded the dinner. 


| ‘theiifew VUE-FAX trademark — 
A SymBolfor Revolutionary Visible 

‘ Record-neeping Systems! 

This is the new WUE-FAX trademark—the symbol for a complete 
line of Vertical Visible Record-Keeping Systems, well known for their 
greater efficiency. ) 

SEND FOR ILLUSTRATED BROCHURE TODAY! 


wee “WIEN Se Woeran 
FASTER FACTS WITH VUE-FAX IDING 


CORPORATION the VUE-FAX 
88 GOLD STREET, Dept. B * NEW YORK 38, N. Y. ant 
Distributed In All Cities 
OFFICE MANAGEMENT AND EQUIPMENT 59 
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a Hiew kind of office... 
the TEGHNIPLAN original engineered MODULAR office! 


IT TELLS HOW you can station more workers in the 
same amount of floor space... 

.. how you can give them better working facilities, 
comfort, and speed ...to produce increased work 
output with fewer motions, less fatigue. 

You CAN ELIMINATE bottlenecks and congestion by 
straightening your flow of work—and keep it 
straight as conditions change. 


Office Equipment, Systems 
and Visible Records 
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And you can present a proud, modern appearin 
office to the eyes of all—customers, prospects, Me 
workers alike. 


G/W TECHNIPLAN office equipment, and 4000 
other aids to good business, are sold and serviced 
by G/W dependable dealers, listed in your classified 
*phone book under “Office Equipment.” 


Sy 
“i f 4 = This new Steel TECHNIPLAN 
4 a Catalog tells about the mos! 


significant advance in office 
operating equipment in sev- 
eral decades. It’s yours by 
Cincinnati 12, Ohio quest on business — 
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10 Rules for 
Sizing Up People 

The Record, the monthly publication 
oi the Records Management Associa- 
tion of New York, recently reprinted a 
portion of Sizing Up People, by Eleanor 
and Dr. Donald Laird (McGraw-Hill, N. 
Y, 270 pp.: $3.75). Their ten quoted 
criteria, which employers and supervisors 
can apply in judging people, are: 

1. Know your prejudices about people 
and discount them. 

2. Observe details and avoid being 
misled by general impessions. 

3. Observe steadily and change esti- 
mates as often as necessary. Give up 
the notion that you can size up on sight. 
Make sizing up continuous, not some- 
thing that stops after the first meeting. 
4. Study past behavior, not bones or 
complexion. 

5. Size up with regard to primary 
qualities not superficial characteristics. 
Get down to the bedrock of human nature. 

6. Look for characteristics, do not 
judge people as “good’ or “bad.” 

7. Use reasonable standards, do not be 
“hard” or “easy.” 

8. Get the other person to do most of 
the talking—and on topics that reveal 
his characteristics. 

9. Estimate how much he has of each 
characteristic. 

10. Know why you rate him low, aver- 
age, or high. If you can't put it into 
words, the impression usually is biased 
ir meaningless. 


Record Controls Inc. 
Opens New York Office 


In a move designed to serve East- 
ern customers more efficiently, Record 
Controls Inc. of Chicago has opened 
a New York office at 516 Fifth Ave. 
The company, formerly called the 
Chicago Bureau of Filing and Index- 
ing, offers its clients the services of 
simplifying record systems, establish- 
ing new methods, and training person- 
nel in modern record management 
techniques. 

The new office will be under the di- 
rection of Mrs. Mark Piening who for 
several years collaborated in this type 
of work with her mother, Mrs. Alva 
Menzies. 


“Voice Typewriter” Forecast 
By Japanese Scientist 

A Japanese electronics expert pre- 
dicted recently that in two years his 
country would see the perfection of a 
“voice typewriter” able to write out 
automatically whatever is spoken to it. 

The prediction, quoted from the 
Kyodo news agency by the Associated 
Press, was made by Dr. Hideo Seki of 
the Radio Wave Institute of the Japa- 
nese postal ministry. Dr. Seki is said 
to have worked out the fundamental 
theories for constructing the voice 
typewriter. Two months’ research at 
the Massachusetts Institute of Tech- 
nology, he said, convinced him the de- 
vice: will work. 
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Dain 


Think about it—personally! As _treas- 
urer. As purchasing agent. As an individual 
in any executive position. 

Wouldn’t you be expected to insist that 

i firm’s accounts receivable and other 
usiness records be kept where they were 

safe against loss by fire? 

Are they? Or are you taking the risk that 

puts 43 out of 100 firms out of business 
when fire destroys their records? 

Are Pe entrusting them to a safe without 
the Underwriters’ Laboratories, Inc. 

label—a safe that simply acts as an 


Would 


¢ you 


be the one 
“to blame”. 


» if fire destroyed the records 


rf your firm needs to stay in 


y’ business? 


a fireproof building for protection—when 
all it does is dite and intensify a fire 
that starts inside an office? 

Have you read the clause in your insurance 
policy that says: “Proof-of-loss must be 
rendered within 60 days’’? 

After a fire is too late. Better find out, 
today, how little it costs to protect your 
records—and your business future—with 
a modern Mosler “A” Label Record Safe. 
It’s the world’s best protection. 


IF IT'S MOSLER . . . IT’S SAFE 


incinerator when temperatures get M ] Company 
above 350° F? Are you counting on He os er Safe 


Since 1848 
World's Largest Builders of Safes and Bank Vaults 


Consult classified telephone directory for name of the Mosler dealer in your city, or mail the coupon now for free informative material. 


The Mosler Safe Company « Dep't OM10 Hamilton, Ohio 

Please send me (check one or both): 

O Free Medien Fire “DANGERater,” which will indicate my fire risk in 30 
seconds. 


o Wi d catalog, describing the new series of Mosler Record Safes. 


Get your FREE Mosler ‘‘FIRE 


DANGERater” right away. Ends Position. 
guessing. Dials your exact fire risk Firm Name, 


easily, quickly. Indicates proper 


protection for your records. Mail 
coupon for yours, now! City. 
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BROWN INSTRUMENTS DIVISION of Minneapolis-Honeywell 
.. » Saves 300 Hours Copying Time a Month 
Preparing Paper Marsters by XKEROGRAPHY 


Keeping price lists and other data 
forms up to date on thousands of items; 
duplicating and distributing these forms 
quickly, is a big chore in any plant. 

Brown Instruments Division of Min- 
neapolis-Honeyweil Regulator Com- 
pany, Philadelphia, Pa., pioneer and 
leader in industrial instrumentation, 
solved its copying problem with XeroX 
Copying Equipment by making offset 
paper masters by xerography, the new, 
dry, electrostatic process. 


1 New price or data is Vari-Typed on 
* aslip of paper 


As shown in photos below this elimi- 
nates retyping all the information not 
requiring correction in forms. No proof- 
reading is necessary. A few or a thou- 
sand copies can be made from one 
master. 

According to E. Y. Kline, Manager of 
this operation, an average of two hours 
copying time per page is now saved by 
the xerography process. In addition, 
changed forms, such as price data 
sheets are speeded to salesmen and 
customers. 


2 Vari-Typed new data is pasted on 
* multilith copy, instead of original 


3 Operator makes offset paper master 
* of complete pasted up revised form 
by xerography in less than 2 minutes 


MAIL THIS TODAY 


Vv 


r-------- 


‘THE HALOID COMPANY 
52-189 Haloid St., Rochester 3, N. Y. 
Branch Offices in Principal Cities 
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Seer. _—-— { 
THE HALOID COMPANY { 
52-196 Haloid St., Rochester 3, N. Y¥. { 

Please send information and case his- | 
tories showing how XeroX Copying Equip- | 
ment saves time and money making offset | 
paper masters for duplicating existing price | 
lists, internal forms, engineering drawings, | 
etc. I 
NAME | 
COMPANY | 
ADDRESS 

! 


4 Offset paper master is placed on cyl- 
© inder of Multilith Duplicator and 
multiple copies start rolling off 


hdisimlictinietsitinaial 
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COST VARIANCE STUDY 
ISSUED BY ASSOCIATION 
OF COST ACCOUNTANTS 


An analysis of how 27 companies 
check their actual costs against pre. 
determined “standard” costs was js. 
sued recently by the National Assogj- 
ation of Cost Accountants. Called 
“The Analysis of Manufacturing Cost 
Variances,” the new study indicates 
that there are two generally-accepted 
approaches in tracking down the per- 
sons or departments which are caus- 
ing a company’s costs to mount higher 
than “normal.” 

In the first of these methods, special 
studies are undertaken which are apart 
from the routine, periodic operations 
of accumulating and reporting costs, 
In the second, a list of causes consid- 
ered to be responsible for variances, 
or differences, in costs is assembled 
for incorporation in the company’s 
cost accounting system. Individual 
“variance accounts” are kept for each 
of these causes, from which classified 
periodic reports can be prepared for 
management. 

NACA’s study points out that the 
ultimate value of a well directed 
analysis for any company rests upon 
the effective communication of the re- 
sults to managerial personnel. To 
better achieve this, the study says, two 
factors must be present in every vari- 
ance report: 1) the variance informa- 
tion must be timely. 2) reports must 
provide the amount of detail needed 
at each level of management. 

The study added that although all 
of the companies interviewed use for- 
mal reports to summarize cost varian- 
ces by responsibility and cost ele- 
ments, information about variance 
causes is often communicated orally 
or through informal memoranda pre- 
pared in response to specific requests. 
This condition, it pointed out, is es- 
pecially prevalent among the smaller 
companies. 


Double Capacity Wardrobe Unit 
Added to ‘Serv-Mor’ Line 

A 4-foot wardrobe 
unit capable of hold- 
ing 72 garments has 
been added recently 
to the “Serv-Mor” 3% 
line of Appliance 
Products Co., 2034 
Jenifer St., Madison, 
Wisc. The new 
“double capacity” 
unit stands 76 inches 
high and features 
parallel hanger bars 
—one at each side. 
According to the 
manufacturers, the unit is constructed 
of sturdy all-welded steel, and is ship- 
ped already set up. Its standard color 
is office gray, the manufacturers add, 
although other color finishes are avail- 
able at no extra cost when ordered in 
quantities of ten or more. Known as 
model FD-43, the unit lists for $82.50. 
Casters and clothes hangers are avail- 
able at additional cost. 


New “Serv- 
Mor” unit 
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RCA Modernphone 


speeds internal communications these 3 important ways 


Here, at last, is real speed in internal com- 
munications—the RCA Modernphone. It’s 
easier to use than your telephone—faster in 
nearly all applications than any other system. 
AND RCA Modernphone adds efficiency to 
speed, because it cuts the errors that slow up 
administrative routines. 


1. No more half-messages— Modernphone has 
no complicated switching which often cuts the 
speaker in, half-way through a message—cuts 
him out, before he’s finished. With Modern- 


phone, the channel is open both ways. You 
hold a normal telephone conversation with a 
standard telephone-type handset. 


2. No more errors due to half-attention—When 
you speak to a key man on Modernphone, he 
gives you his full attention. Contact is more 
personal—message seems more compelling— 
Modernphone asks for attention—and gets it. 


3. No more half-clear messages—You can 
understand when you hear it over Modern- 
phone. It’s the quality of sound you’re used to, 
after years of using your telephone. Modern- 
phone doesn’t broadcast your remarks. You'll 


appreciate Modernphone, because it’s the 
method of doing business you know best. 


Find your man in an instant—No directory, no 
numbers, no dialing, no delay. Just push a 
button, and you ring your man. Arrange your 
Modernphone system for three to 30—or more 
—stations. Give every key man the advantage 
of Modernphone speed. 


Keep switchboard free for outside calls—Mod- 
ernphone operates independently of switch- 
board, prevents overloading board with inside 
calls, lets you check with key personnel while 
you’re talking on an ouside wire. 


RADIO CORPORATION of AMERICA 


MAIL COUPON NOW. 


Name. 


Sound Products, Dept. 1593RCA, Camden, N. J. 


C) Please arrange a free demonstration of Modernphone 
in my office, without obligation on my part. 


(CD Please send me information on Modernphone. 


Company. 


Title 


City Zone. State 


! 
| 
Address 
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Model 18-A 
Cosco 
Executive. 
_ $47-50 
( $49.50") 


LUSLD 


@ From stem to stern, the quality of 
COSCO Office Chairs is the very finest 
... yet they are priced far Jower than 
anything comparable on the market! 
Lastingly constructed of steel, with six 
adjustments—made without tools—no 
other chair at any price has them all! 
Beautifully designed with large saddle- 
shaped seats, deep-padded with Fire- 
stone Foamex and upholstered with Du 
Pont ‘‘Fabrilite’”’ in all popular office 
colors. Bonderized baked-on enamel 
finish. For your office . . . for employ- 
ees and visitors ... get the BIG value 
in modern office chairs—COSCO! 


HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


*Zone 2: Florida, Texas, and 11 Western states. 
CUSED: 


Good seating . . . in good taste 
...is good business 


64 


I¢ THE BEST VALUE 
IN OFFICE CHAIRS 


Model 15-F Model 20-A 
Secretarial Chair Arm Chair 

$29-95($31.00*) $27-5°($28.50*) 
rom —— Mail coupon for full details. ——— 4 
HAMILTON MANUFACTURING CORPORATION, | 
Dept. D10, Columbus, Indiana I 
Please send, without obligation, name of { 
nearest dealer and complete catalog. i] 
Firm... 7 stent ; 
Address | 
City ! 
! 
State | 
Oh ce ce cs cs ce cee cee ee ee ee ee ee ee ee ee oe 
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The story of how Wilton C. Dinges 
president of Emeco Corp., built 4 
$325,000 business. out of $300 capital in 
eight years was related in a recent js. 
sue of Fortune Magazine. The Emeco 
Corp., Hanover, Pa., which produces 
aluminum office chairs and lounges 
began in 1944 as the Electric Machine 
& Equipment Co. Its principal assets 
consisted of a $100 lathe and a $80-a 
month loft which Mr. Dinges acquired 
by selling his 1941 Chevrolet for $700, 

In an article titled “Fast Man witha 
Lathe,” Fortune chronicles the rise of 
Mr. Dinges and his business, first with 
a $70,000 government subcontract to 
manufacture experimental signal corps 
antennas and jet engine parts, then 
onto the production of aluminum d 
nette table legs and frames. Discover. 
ing that the latter venture was “pretty 
slow business,” he decided to make the 
whole dinette set and market it him 
self. He found this enterprise not espe- 
cially successful either, and _ turned 
next to office furniture, concentrating 
on institutional and dealer business. 
He used a direct-mail sales technique, 
and at the same time bid shrewdly on 
government contracts. 

Fortune’s article concludes: “Last 
vear Dinges paid his 300 employees 
bonuses that totaled $216,000, made 
105,000 aluminum chairs and _ lounges, 
grossed $3,400,000, and netted $84,000 
after taxes. If current sales are any in- 
dication he'll triple last year’s gross. 
Over 40 per cent of his business goes 
to government agencies and it adds up 
to so much that Dinges, who has done 
as much as anyone else to make the 
bureaucrats chair-borne, seldom has 
time to sit down.” 


The appointment of Don F. Janda as 
SoundScriber Corp.’s distributor for 
the Wichita, Kans., area was an- 
nounced recently by 
R. W. Davidson, 
vice-president and 
general sales man- 
ager of the firm. Mr. 
Janda’s company will 
be known as Sound 
Recording Co. of 


Wichita, and_ will 

cover southwestern 

and south central 
D. F. Janda Kansas. 

A native of Oma 
ha, Neb., Mr. Janda served during 


World War II as a lieutenant colonel 
at SHAEF Headquarters in Europe. 
He has been with SoundScriber since 
November, 1949, 


Kenneth B. Boothe was elected 4 
vice-president of the Audio & Video 
Products Corp., New York, and d 
rector of its instrument division. The 
promotion was announced recently by 
Charles E. Rynd, corporation presi 
dent and chairman of the board. 

Mr. Boothe joined Audio & Video 
in July, 1949, as an engineering repre 
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A complete change in policy! I’ve got 
to get bulletins off to all our distrib- 
utors tonight!” 


HAMMERMILL MIMEO-BOND 


the mimeograph paper that produces 5,000 or more copies quickly from a single stencil! 


For quick, clean mimeographing of bulletins, price lists and other mailings, you can’t 
beat Hammermill Mimeo-Bond. This fine paper produces 5,000 or more clean, legible 
copies from a single stencil with unusual freedom from setoff and smudging. Available 
in white and seven distinctive colors. Send the coupon for a free sample book, and the 


or 
PRINTERS 


WAMMERMIL, 
-MIMEO-BOND 


HAMMERMILL MIMEOGRAPH PAPER 


LOOK FOR THE WATERMARK .. IT IS 
HAMMERMILL’S WORD OF HONOR TO THE PUBLIC 


b | 


helpful Hammermill idea book “Better Stencil Copies.” 


You can obtain business printing on Hammermill papers wherever 
you see this shield on a printer’s window. Let the Guild sign be 
your guide to printing satisfaction. 


Hammermill Paper Company, 
1471 East Lake Road. Erie 6, Pennsylvania 

Please send me—FREE—the sample book of Hammermill 
Mimeo-Bond and a copy of “Better Stencil Copies” to help me get 
the best out of my stencil duplicating equipment. 


Name 


URRY IN HERE, 
i miss BROWN!.. 


Position Le 
Please attach tc. or write on. your business letterhead.) om ocr 
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Great NAMES IN INDUSTRY... 
cHoose Great DESK TOP EQUIPMENT 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. 


The complete setting shown—pen set, 

memo pad, letter tray, ash tray, and rey) 
phone rest, retail for less than you 

would expect to pay for one fountain 
pen set. 


MORRIS FOUNTAIN PEN SET—A desk foun- eeus 
tain pen with beauty of design and real 


writing utility. Concealed “push button” Sa 
filler and thread-in point section. For long ae 
life and smooth writing all sets are sup- wre 
plied with iridium-tipped points. A real MEDIUM 
time and money saver in any office. ——i 
FINE 
oe os 
EXTRA FINE 


| BERT M. Morris Co. 


Dept. omi0, 8651 West Third Street 
los Angeles 48, California 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal, Que. 


a 66 


von Whittrability 


THERE IS NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with = tipped points 
and each point is tested 
and approved at factory 


for writeability. 


Morris Fountain Pen Set with 
Northrop Aviation, Inc., insignia 
Available in — Grey — Bronze — 

lhogany and Green 


Walnut — Ma 


Desk Top Package Deals —#100 and #200 
Inquire about the surprisingly low cost of 
matching your desk with these items. 


OFFICE MANAGEMENT AND EQUIPMENT 


LETTER TRAY — strong two 
point suspension allows ac- 
cess from entire front and 
both sides. Tiers quickly 
added, legal or letter size. 


BOOK ENDS — at last - 
inexpensive book ends 
to match modern office 
furniture. 


D>. 


MEMO PADS — available 
= types. With poe 
bronze bar that ~—— 
paper is used, or standard 


box style. f 


MORRISET —The on 
flowing, finest all - 

writing implement. ts 
full 2’ ounces of ink.Choice 
of 5 quickly replaceable 
“thread in” points-extra fine, 
fine, medium, broad, stub. 


S 


ASH TRAY—A real He-Man 
ash tray. Glass lined, pet- 
fect for any desk or con- 
ference table. 
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PEOPLE Iii THE NEWS 


(Continued ) 


——— 


gatative. Prior to that he was chief 
@gineer and technical supervisor for 
the United Nations sound and record- 
ing department. He organized and di- 
rected engineering for the Paris Gen- 
eal Assembly session in 1948, and 
supervised the simultaneous interpre- 
fation and recording installations for 
the U.N. in Geneva and Havana. 


Major shifts in the sales organiza- 
tion of the McBee Co., manufacturers 
of special accounting equipment and 
forms, were announced recently by E. 
H. Gibson, general sales manager. 
Personnel from Hartford, Conn., to 
Honolulu were affected. 

E. D. Tunis was transferred from 
the Hartford office to Los Angeles 
where he assumes new duties as re- 


From the left: R. S. Miller; St. Clair 
Bromfield; and E. D. Tunis 


gional manager. He replaces E. R. 
Freed who will pioneer a new McBee 
ofice in Honolulu. St. Clair Brom- 
field, former Albany, N. Y., manager, 
will move into the Hartford vacancy, 
while Robert S. Miller, former assis- 
tant manager in Newark, N. J., will 
now manage the Albany post. 


Robert A. Gooding has been appoint- 
ed sales manager of the Allied Loose 
Leaf Corp., 47 Great Jones St., New 
York. Mr. Gooding was formerly as- 
sociated with Spiral Binding Co. Inc. 
of New York. 


Mrs. Vera A. Avery has recently 
joined Stivers Office Service, Chicago, 
a an analyst in its records depart- 
ment. Announcement of her associa- 
tion with the firm was made by 
Clifford L. Stivers, 
president. 

Mrs. Avery was 
president of the 
Records Manage- 
ment Association of 
Chicago for two 
years, and is pres- 
ently a member of 
that association’s re- 
search committee. 
V. A. Avery She was also co- 

leader of records 
Management workshops at the Uni- 
versity of Chicago from 1950 to 1952, 
and is a member of the Society of 
American Archivists. She has written 
several publications on filing, records 
keeping, and office procedures. 

Most recently associated with the 
Jewish Federation of Chicago as 
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—and want more clear copies 
sharp, easy-to-read copies in quantities you | 


edge-seal virtually i = carbon | 
*" (ie Wage and clothing— pag 


ghtest touch. Mail the coupon below for FREE Sonn 


"eae 


A. B. DICK COMPANY, Dept. OM-1052-S 
5700 Touhy Avenue, Chicago 31, Illinois 


I'd like FREE samples of A. B. Dick CLEEN-SEAL master sets and 
your catalog of supplies for spirit duplicators. 


NAME POSITION 


SCHOOL 


MAKE OF DUPLICATOR 


ADDRESS. 


CITY ZONE 
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With a chair like this... 


reco 
a Chic 
good posture can be a pleasure! Ads 
T 
wer 
‘ . : Calc 
This girl is in love with her Sturgis No. 972 Glidemaster because it “Sa Tra 
induces good posture by gentle persuasion rather than by ramrod rigidity. 0 
ist 
There’s no law against a girl sitting correctly comfortably! ' plac 
nea| 
=e Jacl 
When she sits in her Glidemaster she has full, free spring-back : San 
ae 3 ‘ ; N 
| action and full, free swiveling. She relaxes on a coil spring seat topped in 
generously with foam rubber. Into the small of her ae plate 
: : ia — to. 
back snuggles a curved, figure-fitting, foam rubber cushioned, SE the 
flexible backrest* which follows her back in motion to right a * 
and left. Her weight is properly distributed, her muscles are wit 
properly supported, she sits erect, she breathes freely. i of 
i joir 
That is good posture, painlessly come by! 
—_— 
Sturgis chairs are engineered for keeps. You can’t sce 
all the quality engineered into a Sturgis chair but it’s there in full 
measure—and because it’s there a Sturgis chair is a long term ' 
investment in office comfort and efficiency. Today the finest ex- fir 
ecutive, secretarial, clerical, guest and institutional metal rs 
chairs are being produced by The Sturgis Posture Chair m 
Company, Sturgis, Michigan. sig 
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* Ask your Sturgis dealer to demonstrate L 
the Follow-Flex back support, an in- | 
genious and exclusive Sturgis feature. ; 
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PEOPLE IN THE NEWS 
(Continued) 


superintendent of files and archives, 
Mrs. Avery served prior to that as 
records officer and analyst for the 
Chicago office of the Office of Price 
Administration. 


Two sales managerial appointments 
were announced last month by Friden 
Calculating Machine Co. Inc. Peter V. 
Traverso, Minneapolis district manager 
since August 1947, was named Detroit 
district manager. In Mr. Traverso’s 
place as district manager for the Min- 
neapolis-St. Paul sales territory will be 
Jack H. Lund, formerly of Friden’s 
San Francisco district office. 

Mr. Traverso joined Friden in 1934, 
serving in the Detroit office under the 
late W. F. Riley. He was transferred 
to Minneapolis in 1947, and now fills 
the vacancy occasioned by Mr. Riley’s 
death last May. 

Mr. Lund was formerly associated 
with the accounting machine division 
of National Cash Register Co. He 
joined Friden in 1939. 


OBITUARIES 


William F. Lamb, 68, partner in the 
firm that designed the world’s largest 
office building, the 102-story Empire 
State Building, died in New York last 
month after a brief illness. 

Though Mr. Lamb was actual de- 
signer of the Em- 
pire State, he and his 
partners agreed that 
the building should 
be looked upon as 
the joint work of 
their firm, Shreve, 
Lamb & Harmon. A 
gold medal, awarded 
by the American 
Institute of Archi- y 
tects for drafting W. F. Lamb 
plans for the struc- 
ture, went jointly to Mr. Lamb and 
his firm. 

Born in Brooklyn in 1883, Mr. 
Lamb later studied at Williams Col- 
lege, the Columbia University School 
of Architecture, and at the Atelier De- 
glane and Ecole des Beaux Arts in 
Paris. In 1911 he returned to New 
York and entered the firm of Carrere 
& Hastings, where he did important 
design work. Here he met R. H. 
Shreve who, with himself, ultimately 
became partners in what at first was 
called Carrere & Hastings, Shreve & 
Lamb. Mr. Shreve and Mr. Lamb 
later established an office of their own. 
— L. Harmon joined them in 


Their firm designed many of the 
major buildings in New York. Besides 
the Empire State, they were respon- 
sible for the 39-story Bankers Trust 
Co. building at 14 Wall St., the 500 
Fifth Ave. building, and Best & Co.’s 
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5700 West Touhy, Chicago 31, Illinois 


I’d like to know what is so surprising about MODERN 
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OBITUARIES 
(Continued ) 


new building at Fifth Ave. and 5lst 
St. They received this magazine’s 
“Office of the Year” award in 1950 
for designing the Mutual Life Insur- 
ance Co. building, New York. 

Their firm also drew plans for the 
home office building of the Mutual 
Life Insurance Co., New York; the 
Supreme Court building, Brooklyn; 
Johns-Manville Corp.’s research cen- 
ter, Manville, N. J.; Armstrong Cork 
Co. building, Lancaster, Pa.; Ortho 
Pharmaceutical Corp. building, Lin- 
den, N. J., and the Standard Oil & 
Gas Co. building, Tulsa, Okla. 

Mr. Lamb was a fellow of the 
American Institute of Architects, the 


Architectural League of New York, 
the National Institute of Arts and 
Letters, and was an academician of 
the National Academy of Design. Sur- 
viving are his widow, Mrs. Cuthbert 
Dufour Lamb; a son, William R. 
Lamb, and a sister, Mrs. Janet Mc- 
Cord. 


Frank G. Tallman Jr., director of 
the office building department, E. I. 
du Pont de Nemours Co., Wilming- 
ton, died recently at his home in 
Greenville, Del. He was 57. 

Mr. Tallman was a native of Sewick- 
ley, Pa., and a graduate of Cornell 
University. He served as a navy ra- 
dio operator and pilot during World 
War I. Later, he was associated with 
Buick Motor Co., a New York dental 
manufacturing company, and a stock 
brokerage office. In 1936 he joined du 
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“Four-in-One” 


MORE DESK ROOM. Saves 14 to 31% 
of floor space, provides room for 
additional personnel without in- 
creasing floor area. 


MORE EFFICIENCY. Permits employ- 
ees at separate desks to work in 
semi-privacy and without distrac- 
tions. Reduces office traffic and 
congestion. Specially designed 
translucent frosted partitions in- 
crease amount of light on desk tops. 


One of several possible 
desk arrangements 
with the new ‘“ Four- 
in-One” Desk Unitizer. 


Desk Unitizer 


MORE ECONOMIES. Permits reduc- 
tions in number of telephones, 
waste baskets, distributors and guest 
chairs needed. 


FITS ANY FURNITURE. Partitions and 
shelves match all desks. Easily in- 
stalled without harm to furniture. 
USED BY LEADING CONCERNS to relieve 
crowded office conditions and keep 


floor space at a minimum. Popular 
with employees. 


FOR FULL DETAILS AND PRICES, WRITE 


KRAUS COMPANY 


STEVENS POINT, WISCONSIN 
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Pont as a technical consultant. He 
was named director of their office 
building department in 1941, supervis- 
ing more than a dozen such structures 
throughout the country. 

Surviving are his wife, Mrs. Ruth 
L. Tallman; two sons, Foster and 
Frank G. Tallman 3rd; a daughter, 
Mrs. Prudence Slattery; two sisters, 
and a brother. 


ASSOCIATION NEWS 


Marriner S. Eccles, Texas Governor 
Allen Shivers, and Texas attorney gen- 
eral Price Daniels will be featured 
speakers at the 65th annual meeting of 
the American Institute of Accountants, 
it was announced recently by J. Wik 
liam Hope, president of the institute, 
The meeting will be held Oct. 5-9, at 
the Shamrock Hotel, Houston. 

Mr. Eccles, former chairman of the 
Federal Reserve Board, will speak at 
a luncheon meeting Oct. 7. He was 
chairman of the Federal Reserve Sys- 
tem’s board of governors for 12 years, 
and a member until 1951. He is now 
chairman and director of the First 
Security Corp., Ogden, Utah. 

Governor Shivers will speak at a 
luncheon on Oct. 6, and Mr. Daniels 
with discuss “Economic Aspects of 
Taxation” at a technical session Oct. 
9. Technical sessions also will consider 
| problems of governmental accounting, 
| inventory, professional conduct, audit- 
ing, and training of professional ac- 
countants. Extracurricular activities in 
connection with the meeting include 
tours in Texas and Mexico. 


The Records Management Associa- 
tion of New York, at its first meeting 
of the 1952-53 season, heard Prof. 
Ralph N. Campbell speak on the sub- 
ject, “Human Relations as Applied to 
Records Management.” Prof. Camp- 
bell is director of extension, New York 
State School of Industrial and Labor 
Relations, Cornell University, Ithaca, 
N. Y. At the close of his talk he pre- 
sented certificates to members who 
attended the association’s 1951-52 lec- 
ture series. 


A 3-day conference devoted to per- 
sonnel problems was held by the 
American Management Association at 
the Hotel Astor, N. Y., Sept. 29 
through Oct. 1. Featured at the con- 
ference was a panel discussion on 
“Problems of the Maturing Work- 
force’—the panel consisting of: J. J. 
Morrow, director of personnel rela 
tions, Pitney-Bowes Inc.; George E. 
Johnson, vice-president, Teachers In- 
surance & Annuity Assoc. of America; 
Dr. Wilma Donahue, Institute for 
Human Adjustment, Gerontology div, 
University of Michigan, and Carl T. 
Olson M.D., division medical director, 
Liberty Mutual Insurance Co. Panel 
chairman was Dr. Robert J. Havig- 
hurst of the University of Chicago's 
committee on human development. 

In another event at the convention, 


a demonstration of “Management De- 
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price SCHEDULES, blueprints, 
drawings last indefinitely under 
rough handling when protected 
with “Scotch” Brand Acetate 
Fibre Edging Tape. 


PHOTOS, clippings, swatches are 
mounted invisibly with ‘“‘Scotch”’ 
No. 666 Double-Coated Tape. 
High-tack adhesive on both 
sides... many office uses! 


LEGAL DOCUMENTS, insurance pol- 
icies, other important papers re- 
quire a special long-aging tape 
for mending, attaching riders, 
etc. “Scotch”’ Acetate Film Tape 
was specially developed for this 
exacting job. 


FILE CARDS, folders, confidential. 
Papers are identified instantly 
with tabs of colored tape. 
“Scotch”’cellophane tape comes 
in 2 colors to simplify coding, 
Pricing, identifying by color. 


| 


See | 
TORN CHECKS, vouchers, maps, 
ae mended invisibly with trans- 
parent “Scotch” cellophane tape, 
the all-around favorite for seal- 
ing, holding, mending. 
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Free booklet shows 38 
Tape Aaved Time int the office £ 


READ HOW TOSIMPLIFY and speed up office operations with the help of the 
more than 200 types of ‘“‘Scotch’’ Pressure-Sensitive Tapes! 
This new booklet is full of tips that mean faster work, neater desks and files, 
reduced waste. Use coupon below for your free copy . . . send it in today! 


ee 


MINNESOTA MINING & MFG. CO., St. Paul 6, Minn. OmM-102 


ScoTc we , Please send free booklet on tapes for office uses. 


BRAND f NAME. 
Pressure-Sensitive 


Tapes 


COMPANY 


ADDRESS 


CITY. 


Lae 
The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-sensitive adhesive 
tapes made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn.—also makers of ‘‘Scotch’’ Sound Recording 
Tape, ‘‘Underseal” Rubberized Coating, ‘‘Scotchlite” Reflective Sheeting, “‘Safety-Walk”’ Non-slip Surfacing, “3M” 
Abrasives, “3M” Adhesives. General Export: 122 E.42nd St., New York 17, N. Y. In Canada: don, Ont., Can. 
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ASSOCIATION NEWws 
(Continued ) 


velopment in Action,” J. Douglas E1- 
liott, Detroit Edison Co., presented a 
case study of a clerical supervisor, 
while Philip B. Hofmann of Johnson 
& Johnson outlined the management 
development of a vice-president or 
general manager. These case studies 
were designed to show development 
practices used by the speakers to bring 
one of their subordinates to a higher 
degree of performance. 

At another session, the topic, “Pay- 
ing the Management Man,” was dis- 
cussed by J. Lester Rigby of Fisher, 
Rudge & Neblett Inc., New York. 


One highlight of the convention was 
the presentation of the Henry Laur- 


ence Gantt gold medal for “distin- 
guished achievement in industrial 


management as a service to the com- 
munity.” It was awarded to Frank H. 
Neely, chairman of the board, Rich’s 
Inc., Atlanta, Ga. 

In other action, the association ap- 
pointed Joseph M. Trickett to the 
newly-created position of associate di- 
rector for its management education 
study. Mr. Trickett resigned his post 
as dean of the School of Management, 
Golden Gate College, San Francisco, 
to accept the AMA assignment. He 
will help the association conduct its 
research study, “Management for It- 
self and Its Employees,” a_ study 
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NOW. .-- YOU CAN DO 


Anyone can produce beautiful 
plastic bound books in 
these 2 easy steps: 


a 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC bindings—%/e" to 1Y%_” diameter. 


PLASTIC BINDING 


THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION— 


Get your personalized edition ...a 
wealth of facts and ideas. You'll 
receive at no extra cost the com- 
plete application and cost story 
along with actual samples of modern 
plastic binding all in one presenta- 
tion. Act now! No obligation. 


! 
1 
*eonn® 1 
GENERAL BINDING CORP., Dept. omi0 : 
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NAME 


RIGHT IN YOUR OWN OFFICE 


Bind all sizes of loose pages—any printed 
or duplicated material with compact 
GBC plastic binding equipment... in 
a matter of seconds. You'll add prestige, 
color, utility, attention-compelling ap- 
pearance and increase the effectiveness 
and life of your literature. Pages lie per- 
fectly flat...may be inserted or re- 
moved any place in book. Save money, 
too. Anyone can operate. 


GET YOUR FREE PORTFOLIO-PRESENTATION NOW 


GENERAL BINDING CORPORATION 

Dept. om10, 812 W. Belmont Ave., Chicago 14, Ill. 
Please send me... without obligation...my free 
plastic bound PORTFOLIO-PRESENTATION that 
includes prices and applications. 


ORGANIZATION 
ADDRESS 
CITY. 


ZONE___STATE 


812 W. Belmont Ave., Chicago 14, mi, opr eres oceeee ere sees ese sesessse 


undertaken at the invitation of the 
Fund for Adult Education established 


| by the Ford Foundation. 


Prior to his association with Golden 
Gate College, Mr. Trickett was direc- 


| tor of organization planning for (Co- 
| lumbia Steel Co., San Francisco. 


OFFICE MANAGEMENT AND EQUIPMENT 


Systems and Procedures Association 
announces the inception of a new Bos. 
ton chapter. Roland A. Mangini, Johp 
Hancock Mutual Life Insurance Co. 
reported in a letter to the director jp 
charge of chapter promotion that the 
Boston group will soon make a foy- 
mal request for a charter. 

The Boston board of directors is re 
ported as: Roland A. Mangini, presi- 
dent; Benjamin F. Feeley (Sylvaniz 
Electric Products Co.), vice-president: 
Waldo Nelson (John Hancock Mutual 
Life Insurance Co.), secretary, and 
G. Gilbert Murray (Liberty Mutual 
Insurance Co.), treasurer. Directors 
at large include Paul A. Jones (Lum 
berman’s Mutual Casualty Co.), John 
L. Olsen (Liberty Mutual Insurance 
Co.), and William D. Spencer (An- 
erican Mutual Liability Insurance Co. 

In other action, the Detroit chap- 
ter has elected the following member. 
to office for 1952-53: D. E. Tisdale 
(Betmur Steel Co.) president; D. M. 
Ley (Ford Motor Co.) vice-president; 
W. F. Wolfe (Burroughs Adding Ma- 
chine Co.) treasurer; W. Fathers (De- 


troit Edison Co.), and R. Valade 
(Beauty Counselors Inc.) officer at 
large. 


Meanwhile, a new Cincinnati chapter 
of SPA is currently being formed 
by a committee under the direction of 
David J. Maundrell, chief accountant 
of the Manufacturer’s & Merchants 
Indemnity Co. Other members of the 
committee include Charles E. Jackson, 
also of Manufacturers & Merchants 
Indemnity Co.; George Bricault, Cin- 
cinnati Advertising Products Co., and 
Robert C. Hannie, Champion Paper & 
Fibre Co. 


Plans for the 11th Internationa! 
Heating and Ventilating Exposition, 
scheduled for January 26-30 at the In- 
ternational Amphitheater, Chicago, are 
being currently rounded into form by 
its sponsors, the American Society of 
Heating and Ventilating Engineers. 
The exposition will be held in con- 
junction with the society’s 59th annual 
meeting. Every class of heating, ven- 
tilating, and air conditioning equip- 
ment will be presented in the exhibits, 
it was reported, including a high per- 
centage of apparatus brought inte 
production since the last exposition, 
held in Philadelphia two years ago. 


George W. Handy, president of the 
Acoustical Materials Association an- 
nounced recently that his organization 
would co-sponsor the third annual Na- 
tional Noise Abatement Symposium 
together with the National Noise 
Abatement Council. The symposium 
will be held Oct. 10 at Technology 
Center, Chicago. 

In other action, the Acoustical Ma- 
terials Association elected members te 
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...because it’s blue-printed for office use. 
Surprising how Blue Tab Long Length 
TEXCEL Cellophane Tape gets secretaries 
buzzing about its zip-quick performance 
and endless uses. And every use spells neat- 
ness, efficiency, economy. Today call for the 
tape that’s Blue-Tabbed for long length, 
long use. Order a generous supply. In 1296” 
and 2592” rolls. 


TEXCEL “x 


INDUSTRIAL TAPE CORPORATION, NEW BRUNSWICK, N. J. 


Makers of TEXCEL Cellophane Tapes and a complete line of pressure-sensitive tapes for industry. 


LOOK 
FOR THE 


eLuE 
TAB / 
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The NOVEMBER 


ISSUE of 

OFFICE MANAGEMENT 
AND EQUIPMENT 
WILL BE 

THE ANNUAL 


A complete roundup of imformation, 
photographs, plans and equipment of the six winners 
of the “Office of the Year” Awards for 1952 


* 


This issue will be ready for the opening of the NATIONAL BUSINESS 
SHOW in New York, October 20th, during which these awards will be 
presented officially at the annual “Office of the Year” Award Luncheon 
at the Waldorf-Astoria Hotel. 


The advertising pages of this issue afford an exceptional opportunity 
to all firms, who have in any way contributed to the planning, construc- 
tion, or equipping of these award-winning offices, to identify their 
products and services and capitalize on this nation-wide publicity. 


Office 
Management 


AND EQUIPMENT 


THE OFFICE EXECUTIVE’S OWN MAGAZINE 
212 Fifth Avenue, New York 10, N. Y. 
Sponsors of the Annual “Office of the Year” Awards 
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ASSOCIATION NEWS 
(Continued) 


—— 


its board of directors. In addition to 
President Handy, the directors in- 
clude: Charles J. Nocar (E. F. Haus- 
erman Co., Cleveland); E. S. Graybill 
(Armstrong Cork Co., Lancaster, 
Pa); Ernest Fuller (Johns-Manville 
Sales Corp., New York); E. A. Miller 
(Detroit Steel Products Co., Detroit) ; 
A. D. Park (Armstrong Cork); Don 
A, Proudfoot (Simpson Logging Co., 
Seattle); Willis M. Rees (Owens- 
Corning Fiberglas Corp., Toledo, O.); 
E. A. Ruth Jr. (U. S. Gypsum Co., 
Chicago); George I. Smith (Celotex 
Corp., Chicago); H. J. Sabine (Celo- 
tex); J. D. Tormey (Certain-teed 
Products Corp., Ardmore, Pa.), and 
Paul J. Washburn (Johns-Manville 
Sales Corp.). 


The Transcription Supervisors’ As- 
sociation, a business women’s club of 
the New York metropolitan area, last 
month announced its officers for the 
1952-53 year. They are: Rose C. 
Brown (U. S. Life 
Insurance Co.) pres- 
ident; Elsie Kaiser 
(U. S. Rubber Co.) 
Ist vice - president; 
Irene Crooks (Bank 
of New York and 
Fifth Ave. Bank) 
2nd vice - president; 
Marjorie Taylor 
(Remington Rand 
Inc.) recording sec- R. C. Brown 
retary; Madeline 
Crelier (American Metal Co. Ltd.) 
corresponding secretary, and Theresa 
C. Landquist (Ebasco Services Inc.) 
treasurer. 


At its dinner meeting Sept. 8 at 
Whyte’s Restaurant, New York, the 
association heard Grace B. Daniels, 
3rd vice-president of the National Fed- 
eration of Business & Professional 
Women’s Clubs, speak about the pres- 
sent set-up and activities of her organ- 
ization. 


The twenty-first annual Conference 
on Records Management will be held 
at the Edgewater Beach Hotel, Chi- 
cago, Friday, October 10th. Some 400 
office managers, comptrollers, super- 
visors, and people in charge of their 
companies’ records are expected to 


attend this one day concentrated 
session. 


The conference is under the supervi- 
sion of Miss Bertha Weeks, managing 
director of Record Controls, Inc., 209 
la Salle St., Chicago. 

John Erickson, Celotex Corp., Chicago; 
Miss Edith Sidney of the Chicago public 
school system; and Mrs. Ida Welch, 
Miller Brewing Co., Milwaukee, will 
hold a panel discussion on the subject, 
Records Management—Whose Responsi- 
bility 2” Terry Beach, General Services 
Administration, National Archives and 
Records Service, Washington, D. C., will 

ss “Executive Records.” 


4 AUF IAAN 


Get a better office, g 
before it gets the better of you! 


At one time our friend (above) was a very successful 
business man. He was efficient . . . organized . . . had everything at 
his fingertips. His business grew. And with it, his office force. But he 

failed to keep the physical facilities of his office up to date. a 


The result: noise, overcrowding, inefficiency and confusion. 


TAKE A CRITICAL LOOK AT YOUR OFFICE! 


If it’s beginning to resemble the baggage room at Grand Central, 
then you need us! Clark & Gibby’s Office Planning Department 
has a particular eye for work-flow charts and the strategic 
location of office equipment as well as stylized design to suit 


your moods, needs and the nature of your business. 


If you’re on the edge of distraction because of utter office confusion, 
call us today. Within a matter of days, Clark & Gibby’s office 
design experts can create a new office and a new frame of mind for you. 


The cost is surprisingly modest and well worth every dollar invested. 


i Gath ¥ Gilby 
&. 43 on incorror ATED id ' 
ie Ie 


ORegon 9-2130 | 20 East 41st Street, New York 17, N. Y. 


NEW YORK’'S ahi aa FURNISHERS AND DESIGNERS 
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COMING EVENTS 


Here’s a desk that gives impressive dignity to any executive office, and at the 

same time provides ample, comfortable working area for a staff conference 

. .. eliminating separate conference room. 

Its big, beautiful top provides a working space approximately seven 

feet by four feet . . . including a 9” overhang on three sides for leg 

comfort when used for conferences. 

This desk headlines a complete group of matching, functionally 
styled office pieces. Ask to see “Wiltshire Modern | 

by Imperial” at your dealer's... NOW! | 


WRITE FOR: 
Office planning guide, featuring furniture 
cut-outs, floor graph, and decorating hints. 


HERE IT IS!!! 
Smead 5 SUBJECT FILE 


IDEAL FOR SCHOOL, 
COLLEGE, AND GENERAL 
SUBJECT USE. 


THIS FILE 1S 12” x 10” 
WITH 5-1/4” EXPAN- 
SION. 6 POCKETS 


" FLAT INSERTABLE CELLU- 
LOID TAB ON EACH 
PARTITION 


15 printed inserts for school and college 
‘use are furnished with each file, in ode ee 


ng « Sead MANUFACTURING CO. INC. HASTINGS, MINNESOTA 
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American Management Association 
Conferences 


. 
October 16-17 


Office Management Conference 
Hotel New Yorker, New York 


e 
January 12-15 
General Management Conference 
Hotel Statler, Los Angeles 


e 
February 16-18 


Personnel Conference 
Palmer House, Chicago 


* 
June 17-19 
General Management Conference 
Hotel Statler, New York 


Acoustical Materials Association 
National Noise Abatement Council 
October 10 
3rd Annual 
Noise Abatement Symposium 
Technology Center, Chicago 


National Institute of Governmental 
Purchasing Inc. 
October 19-22 
Seventh Annual Conference and 
Products Exhibit, Edgewater Beach 
Hotel, Chicago 


Systems and Procedures Association 
of America 
October 20-22 
Sth Annual International Systems 
Meeting 
Hotel Roosevelt, New York 


1952 National Business Show 
October 20-25 
Grand Central Palace, New York 


Society for the 
Advancement of Management 
October 30-31 
Annual Conference 
Hotel Statler, New York 


Industrial Management Society 
November 5-7 
Sixteenth Annual Time and Motion 
Study and Management Clinic, 
Sheraton Hotel, Chicago 


National Business Teachers Assn. 
December 28-30 
1952 Convention 
Congress Hotel, Chicago 


American Business Writing Assn. 
December 29-30 
1952 Convention 
New York City 
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NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: 


MAIL TODAY 
PLEASE 


THANKS 


October, 1952 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


poco -- = -- 
| * 
- Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. OE 3 
: Please send Free, without any obligation, samples as above to: 
Firm 
| 

: Street 
1 . 
City State 
Signed Title 
+o 


OFFICE MANAGEMENT AND EQUIPMENT 77 


<a. 


sated 
<m : 
nm me 
4 
4 | ee | 
As; 
: ee ‘ 
- ns 
2nd — 
s 
tal 
ch ' 
z 3 rd ° 
e : 

ee 
k VG 
; 
a 
a] 
_| iF 
n. 
es aa fs wit — Sf eee — ll a -_- ee Bee eo 3 Le 

Pee 5 ia ¥ [a 2 * a Mee. ic Shee = 2s — ae -. rp 
oe  Vieeye ee , i e/, 5 amt. Ee i= > ie ee gaa 


NOW...1 have 
clippings and 
photos at my 
fingertips / 


aia 
cae 


No more digging through the files for me...I keep 
important photos and clippings neat and handy in my 
Victor Ideal Scrapbook. And in just a few minutes time 
I’ve indexed the book with handy Mak-Ur-Own Index 
Tabs so I can locate any entry in a jiffy! 


THE NEW VICTOR IDEAL SCRAPBOOK can be a help in 
your office, too. It is low priced, yet has a tough DuPont 
Fabricoid binding, no-bulge construction and other 
features of higher priced books. Lifetime quality paper 
takes ink without blotting. There is a size and shape 
for every need from small photos to full newspaper 
pages. Refills are always available at your stationer. 


FAMOUS MAK-UR-OWN INDEX TABS are made in 6-inch 
strips that can easily be cut to fit any index, in three 
extensions to accommodate 1, 2 or 3 lines of indexing 
and in seven distinctive colors for easy reference. 

Why not put these two products to work in your 
office? Contact your dealer or stationer today. 


THE NEW VICTOR IDEAL SCRAPBOOK 
AND VICTOR MAK-UR-OWN INDEX TABS 


NEW YORK 
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BOOKS AND PAMPHLETS 
(From page 16) 


, aa 


puilding—one defined as having walls 
of brick, stone, or terra cotta, fire- 
proof stairways and hallways, no 
woodwork, and so on—and if his 
ground floor area is, say, from 2,500 
to 10,000 square feet, then, according 
to the dial, his point score for that 
factor is 30. 

As for the next factor, intensifiers, 
the reader is asked to add 20 points if 
his office contains wooden furniture, 


a Sh 
Mosler Safe Co.’s Dangerater 


and another 10 if elevator shafts, stair- 
ways, or other draftways are within 
25 feet of his safe. At the “exposure 
hazard” setting, the dial indicates still 
another 10 points for a neighboring 
building within 20 feet of the reader’s 
building. 

After adding his point scores, this 
hypothetical reader finds his building 
is considered by Mosler a class “b” 
hazard. His 70 points are greater 
than the 60 allowed for a class “c” 
hazard, but less than the 121 needed 
for a class “a.” He can then learn the 
significance of his hazard classification 
by checking the Mosler equipment de- 
signed to meet it. 

The Dangerater is available from 
Mosler at no cost. 


Remington Rand’s calculating punch, 
a machine designed to solve account- 
ing problems and other intricate busi- 
ness computations in seconds, is de- 
scribed in a new pamphlet published 
by that firm. The pamphlet, Announc- 
ing the Remington Rand Calculating 
Punch, outlines four chief features of 
the machine: 1) individual program- 
ming unit, 2) storage unit for retention 
of values, 3) control panel operation, 
and 4) its variety of computation pos- 
sibilities. 

With the programming unit, a plan- 
ned series of operations composed of 
individual steps can be used on the 
Machine. Twelve of these program 
steps are provided with the device, the 
pamphlet states, though in specific ap- 
plications, any or all of the steps can 
be utilized. The calculating punch’s 
Storage unit is capable of retaining 
values needed for one or a series of 
computations. These values are either 
transferred to the unit or can be 
Punched directly into tabulating cards, 
the pamphlet adds. Fixed values can 
be “placed in storage” at the beginning 
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of a run, later to be multiplied by vari- 
able values contained in succeeding 
detail cards. The storage units are di- 
vided into small groups that function 
independently. 

By means of control panel operation, 
all program steps, values, counters, 
storage units, and punching can be 
governed at one point. Here the re- 
movable panel is wired to coincide 
with desired results, the booklet says, 
adding that wiring can be done “easily 
by the operator.” Pre-wired panels may 
also be inserted into the machine. In 
describing the variety of computations 
possible on the calculating punch, the 
pamphlet states: “Counters in the cal- 
culating punch make possible the ad- 
dition, subtraction, and multiplication 
of values transferred from the tabulat- 
ing card. Counters are divided into in- 
dividually self-sufficient groups or can 
be connected to expand capacity. Large 
capacity multiplier and multiplicand 


units permit simultaneous multiplica- 
tion, increasing figure-fact production.” 

The booklet, in addition, illustrates 
various punched-card arrangements de- 
signed to speed cost accounting, pay- 
roll accounting, railroad freight ac- 
counting, and merchandise, insurance, 
and sales accounting. Known also as 
Booklet TM809, it is available at no 
cost from Remington Rand Inc., 315 
Fourth Ave., New York. 

In another booklet, No. §1794, 
Remington Rand reprints an article by 
Llewelyn Jones, director of purchas- 
ing, Heywood-Wakefield Co., Gardin- 
er, Mass. Mr. Jones describes his firm’s 
use of Remington Rand Kardex visible 
purchasing records and follow-up fold- 
ers in their purchasing department. 
With Kardex, he reports, a complete 
record of quotations and purchases are 
readily available in one place. His de- 
partment can quickly gather the basic 
facts needed to determine the best way 


ASSEMBLED AUTOMATICALLY 
wilh We new 
macey 
collator 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on their 
proper jobs—let the Macey 
Collator do your gathering and 
assembling chores. One semi- 
skilled operator can set up 
a job in 15 minutes, then 
ather 24,000 sheets per 
our. Time, man-hours and 
money saved. (The Macey 
Collator pays for itself very 
quickly.) We will welcome a 
chance to demonstrate just what 


=. 


this machine will do for you. 
Distributed by 


HARRIS-SEYBOLD 


Company 


Cleveland 5, Ohio 
SINCE 1896 


Harris-Seybold Co., Dept. C 
Cleveland 5, Ohio 

Please send me details of the Macey 
Collator. 


Address 
City Zone___ State 
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| We Build Comfort 
That Lasts... 


Capable office managers know 
that comfortable seating is a factor 
of first importance in effective output 


per desk-hour. 


Frugal office managers know that 
the least expensive chairs are deter- 
mined not by the price tag but by 
the cost per year of useful service. 


For efficient comfort and for dur- 
able service, Craftsman Chairs are 
recognized as the standard of value. 
Our factory is modern as tomorrow 
and the fine art of chair making is 
a tradition at Jasper Seating Com- 
pany. 
soned, and steam bent when neces- 


Choice woods, carefully sea- 


sary, put together with hard maple 
dowels, finished with unhurried pride 
of craftsmanship. 


See for yourself the fine points of 
superiority in chairs by Jasper Seat- 
ing . . . available in styles and types 
for every need. May we send you 


the name of your nearest dealer? 


BOOKS AND PAMPHLETS 
(Continued) 


to buy against 
With the follow-up folders, he adds, 
quotations, correspondence, telephone 
conversations, and other pertinent pa- 
pers—all specially signaled for fast 
reference—are housed in mobile caster- 
equipped ledger trays which can be 
rolled from file clerks’ desks to those 
of the buyers as needed. 


Standard Duplicating Machines 


| Corp. has prepared a folder describing 


how their single writing system speeds 
the handling of installment accounts at 
the Mechanics Finance Co., Newark, 
N. J. The folder, How to Handle In- 
stallment Accounts, illustrates the pro- 


, cedures used by this company to pre- 
| pare the various forms needed in their 


work. From a master card, which is 


| typed from the customer’s credit ap- 


| plication sheet, pertinent information 


can be copied onto other documents 
through the use of a Standard Corp. 
fluid duplicator, the pamphlet explains. 

As the system is used at Mechanics 
Finance Co., both the inside and out- 
side of the customer’s account book, 
the front and back of a ledger card, a 
file envelope, and a central index card 
can all be accurately filled out, through 
duplication, from the master. By the 
use of a “block-out pattern,” the folder 
says, confidential or extraneous infor- 
mation may be omitted from certain 
forms, yet included in others. An ad- 
vantage of the system, the folder adds, 
is the fact that from one typing of the 
master, which can be immediately 
checked for accuracy, all the necessary 
forms can be quickly duplicated as 
facsimiles of the original. 


For preparing still other forms, Me- 
chanics Finance uses the ledger card, 
which was prepared from the main 
master, as a second master. The name- 
address-account-number section of the 
main master can be removed by tear- 
ing along perforated lines; it is inserted 
in a cut-out opening of the second 
master (the ledger card), where it is 
used to address collection notices and 
envelopes, the back of return enve- 
lopes, “correction strips” from which 
new address masters are made, and 
various direct mail advertising pieces 
which are sent to paid-up customers. 
Whichever of these forms is actually 
prepared, the folder says, depends 
upon the condition of the account as 
indicated on the ledger card master. 

The folder is available at no cost 
from the offices of Standard Duplicat- 
ing Machines Corp., 1935 Revere Beach 
Pkwy., Everett, Mass. 


A colorful catalog of filing equip- 
ment, which acts at the same time as 
a reference guide for file clerks, was 
issued recently by Yawman & Erbe 


Mfg. Co., 1099 Jay St., Rochester, 
N. Y. The 24-page booklet, Filing 


Systems Catalog No. 3704, illustrates 
indexing, sorting, filing, and record 
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specific requisitions. 


Gass 


Get the most 
out of your 


purchasing 


THIS FREE BOOK SHOWS YOU HOW 


What sort of Purchase Requisition do you 
require before you issue a Purchase Order? 
Do you have a simple, efficient method for 
getting and comparing competitive quota- 
tions? How do you inform key depart- 
ments quickly of the arrival and acceptance 
of incoming material? Do you havea work- 
able way of returning defective goods? 

These are only four of the many ques- 
tions you have to consider in getting the 
most out of your purchasing forms—ques- 
tions involved in the big job of weighing 
the hundreds of details involved in design- 
ing hard working, fast operating purchas- 
ing forms. 

Here’s where the Uarco Purchasing 
Encyclopedia can help you. This book, the 
result of years of research, clearly presents 
the function, use and design of 9 significant 
Purchasing Forms. There’s a section 
devoted to each form with full discussion 
of details of design, operation and distribu- 
tion of copies—well illustrated for quick 
reference and full understanding. 

If you are responsible for the purchasing 
procedure in your organization, send for 
your Uarco Encyclopedia today. It will 
help you check up and see if your Pur- 
chasing forms are doing a complete job. 


Factories: Chica; n= sed 
Cleveland; Oakland; 
Deep River, Connecticut; 
Watseka, Illinois—Sales 
————— 


brincipal cities. 


LARCO 


INCORPORATED 


Business Forms 


Write or pin this coupon to 
your letterhead and mail for 
your FREE copy 


UARCO INCORPORATED 
Room 1620, 141 W. Jackson Blvd. 
Chicago 4, Illinois 


Please send me free copy of Uarco’s Encydo- 
pedia of Business Forms for purchasing. 


Rip MOGs cc ccccccicesccscccssovewes oeeseee 
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“Whe Ke 
minutes 
count 
rm MWC 
with 


PLASTIPLATES and PLASTIPHOTER | 


She smiles ...in the face of rush offset jobs in her 
office. She knows that Plastiplates and Plastiphoter 
are a sure-fire, time-saving, convenience-packed 
team when it comes to preparing high quality, low 
cost offset plates. 

You too can be confident of faster preparation, 
superior quality offset results with Plastiplates. 
Their patented, plastic, no-grain surface assures you 
of sharper, clearer printwork . . . of longer runs with 


a ing Plastiplates a4 
 Plastiphoter... yours 
for thejasking. 


October, 1952 


greater uniformity. And you'll save precious time, 
maintain control of each job, because Plastiphoter 
“burns” plates quickly, on-the-spot! 

Economical too! You'll save up to half your 
present costs with Plastiplates and Plastiphoter — 
by Remington Rand. 


Remington. Frand. 


Remington Rand, Room 2426, 315 Fourth Ave., New York 10, N. Y. 
Please send me 3 FREE Plastiplates (] Direct Image (1) Photographie 
My duplicator is a Model No. 

I use a typewriter with a [) Fabric 
(0 Carbon Paper Ribbon. 


Please send FREE folder on ( Plastiplates (DS 62) [J Plastiphoter (0S 724 


Firm. 
AAA 


City. Zone State 
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...the sign 
of your dependable 


office furniture dealer 


Today you need the best counsel 
in refurnishing your present office— 
or outfitting a new one. 


The INDIANA DESK shield marks 
your office equipment dealer as a 
reliable, dependable source for . 
Natural-ly Better Wood Office Fur- 
niture — designed for comfort, 
efficiency, and durability. 


Talk with your Indiana Desk dealer 
ahout your office furniture needs 
. . . see the beautiful Indiana Desk 
Catalog. See how it simplifies your 
office planning — despite a short 
supply. 


Write for the name of your nearest 
dealer. 


Illustrated is the Fleet 
Line Conference Desk — 


a modern, island-base executive desk. 


inttiana desk co. 


JASPER, INDIANA * U.S.A. 


Best for light-weight strength 
with Shepco Safety Klasp 


paad 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 
Att: Women executives—Write today for 
free booklet “The Feminine Touch In 

Industry”. Dept. #136. 


BOOKS AND PAMPHLETS 
(Continued) 


control methods through the use of 
colored diagrams and detailed explana- 
tory text. It includes sections devoted 
to the cost, size, and possible future 
expansion of both card indexes and 
vertical filing systems. 

The catalog specifically deals with 
systems such as direct name filing, di- 
rect alphabetic geographic filing, num- 
ber filing, alphabetic subject filing, and 
subject filing by means of a decimal 
system. Other sections are devoted to 
filing procedures, sorting equipment, 
system surveys, and Yawman & Erbe’s 
filing supplies. The booklet is avail- 
able at no cost by writing the firm’s 
advertising and sales promotion de- 
partment. 


A new book on-scientific methods 
of winning public favor, a text called 
Effective Public Relations, was re- 
leased recently by Prentice-Hall Inc., 
New York publishers. Allen Center, 
public relations di- 
rector of the Parker 
Pen Co., Janesville, 
Wisc., is co-author 
of the work along 
with Scott Cutlip, 
University of Wis- 
consin professor. 

The book, which 
sells for $7, com- 

Allen bines basic ; theory 
Genter with a variety of 
tested practical ap- 
plications among business and non- 
profit organizations. It wds designed 
primarily for use as a college textbook 
on public relations, and is said to have 
already received adoption by several 
colleges and universities. It is expec- 
ted also to prove useful for public re- 
lations professionals. 

Mr. Center, with a background in 
newspaper and advertising work, has 
been public relations director for 
Parker since 1946. 


A circular on proper uses of rubber 
link matting, titled You Don’t Walk 
on the Ceiling—But, has recently been 
issued by the American Mat Corp., 
2018 Adams St., Toledo, O. The pam- 
phlet endeavors to show that cleaning 
and maintenance costs can be reduced 
substantially when entrance mats are 
kept in place the year round. 

According to D. W. Moor, Jr., presi- 
dent of the firm, mud and wet dirt, 
though unsightly, do not cause half 
the damage of dry dirt. By leaving a 
mat in place in fair weather, he says 
in the booklet, abrasive dry dirt is 
trapped at the entrance and conse- 
quently cannot destroy hard-surfaced 
floor coverings and carpets. Matting 
also prevents dirt from blowing into a 
building and settling on walls, ceilings, 
furnishings, and drapes, the circular 
adds. 

Copies may be obtained without 
charge from the company. 
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On the job! 


Our volunteer speakers are 
saving thousands of lives today 
...in factories and business 
offices . . . at neighborhood 
and civic centers . . . at social, 
fraternal and service group 
meetings all over this land . . . 
by showing people what they 
can do to protect themselves 
and their families against 
death from cancer. 


To find out what you yourself 
can do about cancer, or if you 
want us to arrange a special 
educational program for your 
neighbors, fellow-workers or 
friends, just telephone the 
American Cancer Society 
office nearest you or address 
a letter to “Cancer,” care of 
your local Post Office. One of 
our volunteer or staff workers 
will be on the job to help you. 


American 
Cancer 
Society 
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oJ 
al Semicon OFFICE AIDS 
_ SAVE TIME AND MONEY 


In these cost-conscious days there’s a vital need for smoother, 
faster office operation. Dennison makes dozens of “big little 
things” that bring better results to hundreds of office jobs .. . 
from addressing and marking outgoing mail to preparing file 


folders, assembling binders, mending torn records. 
Put these versatile Dennison office aids to work for you — 
call your stationery supplier today. 


Quality Materials .. . Fine Workmanship 
Modern Designing . . . Convenient Packaging 


Here are a few of the 


DENNISON ITEMS 
that will help you save time, 


cut down errors, make work easier: 


SHIPPING TAGS 
METAL RIM AND KEY TAGS 
COIN CARDS 
RED BORDERED GUMMED LABELS 
PRES-A-PLY LABELS 
ADDRESS LABELS 
CAUTION AND MAILING LABELS 
AIR MAIL LABELS 
FILE FOLDER LABELS 
SEALING AND ENCLOSURE LABELS 
LAWYER'S AND NOTARIAL SEALS 
GUMMED REINFORCEMENTS 
INDEX TABS 
PAPER FASTENERS 


MENDING TAPES 


SEALING WAX 
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MAKE 120 BRIGHT COPIES A MINUTE 
OF ANYTHING YOU TYPE, WRITE on DRAW 


ono meaENs, no mats, no —* no gina 


DIRECT “‘LIQUID’’ PROCESS DUPLICATOR. 


HUNDREDS OF 
USES 


* SALES LETTERS 
* BULLETINS 

* MAPS 

® PRICE SHEETS 
* MENUS 


* QUOTATIONS, 
BIDS 


* POSTCARDS 

© ESTIMATES 

* BLANK FORMS 

* SKETCHES 

* STATEMENTS 

* SPECIFICATIONS 

® GRAPHS 

* CONTRACTS 

* MUSIC SCORES 

* HOUSE ORGANS 

* NOTICES 

® RADIO SCRIPTS 

* DRAWINGS 

* EXAMINATION 
QUESTIONS 

* NEWS RELEASES 

* LESSON SHEETS 
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The new Ditto D-10 provides the quickest, 
most economical and the most satisfactory 
way to make copies. It’s ready for imme- 
diate use—no stencil to cut, no type to set, 
no inking, no make-ready. 

It copies directly from the original writ- 
ing, typing or drawing; one, two, three or 
four colors in one operation; 120 or more 
copies per minute; on varying weights of 
paper or card stock; 3” x 5” up to 9” x 14” 
in size. 

PRINTS IN ONE TO FOUR COLORS AT ONCE 
The sleek lines of the D-10 proclaim worth- 
iness within. It has smooth, balanced action. 
It has wear- and corrosion-resisting stain- 
less steel parts. With Magic Copy Control 
it prints each copy brightly. Sure and simple, 
it makes an expert of any user. Mail the 
coupon for a fascinating folder providing 
more details... free and without obligation. 
DITTO, inc., 2306 W. Harrison St., Soe 12, Minois— 


—--~--- - eee 


DITTO, Inc., 2306 W. Harrison St., Chicago 12, Illinois 

Gentlemen: Without obligation, 

 € i} Please send literature featuring the new Ditto D-10 
plicator and samples of work produced on it. 


i ) Arrange a demonstration of the new Ditto D-10 
plicator for me. 


Oe ee ee err err TT Tere TTT Trt TTT TTT 
EE OE ane Pe PPO ee Pere e rT Ty eee Ter Cree TT Ts 
BOND cdc cecinceniccduvasesacsececad 2 eee ° 
Post Office.......- CI a 656 cin scence ee er ee ° 


DECENTRALIZED AIR FORCE 
SUPPLY SYSTEM IS TOPIC 
OF MANAGEMENT MEETING 


In a recent special conference a 


Wright-Patterson Air Force Base. 
Dayton, O., 600 supply officers of the 
Air Materiel Command received jp- 
signed to implement a program of de- 
sound logistical management. Spon- 
sored by AMC’s Directorate of Supply 
and Services, the conference was de- 
signed to imprement a program of de- 
centralized supply operations which 
the Command inaugurated last spring. 

In explaining the purpose of the 
meeting, Col. Walter B. Packard, Dj- 
rectorate deputy for procedures and 
field operations, noted that with de- 
centralization the mission of his bu- 
reau had changed. Heretofore, he 
said, a large percentage of the Di- 
rectorate’s work has been of the “pro- 
duction-line type,” dealing with mil- 
lions of pieces of paper, volumes of 
stock records, and the like. With the 
heavy pressure of work, little time was 


devoted to management problems. But 


under the decentralized program most 
operational responsibilities have been 
shifted to the field, he explained, leav- 
ing headquarters free to improve the 
managerial functions of the system 
The colonel said that in the future. 
the Directorate will analyze programs 
it receives from higher echelons, and 
manage the actual operation of them 
in the field. This way, Colonel Pack- 
ard added, “We will have more time 
to think and plan.” 


CIVILIANS PARTICIPATE 


Lending their human __ relations 
know-how to the conference were 
three management executives of Day- 
ton companies. They were: Donald 
H. Blue, personnel manager of Lowe 
Bros. Co.; Richard E. Baumhardt, di- 
rector of employment, Standard 
Register Co., and Robert E. Kline, 
director of factory education and train- 
ing, National Cash Register Co. 

Mr. Blue, in addressing the gather- 
ing called for newer concepts in the 
human relations field, concepts recog- 
nizing the man-versus-machine _atti- 


tude which our mechanistic society 
has developed, and the need to 
“spiritual vision” to help elevate 


human living and thinking to the level 
attained by technological progress. 

Mr. Baumhardt familiarized _ the 
group with a “two-way communication 
program” used at Standard Register. 
The program, he said, works on the 
concept of “group dynamics,” under 
which people produce efficiently as in- 
dividuals. A communication, he ex- 
plained, can start either with indi- 
vidual workers or management, and 
fiiters up or down through various 
echelons, until the thinking of every 
department has been pooled. 

Robert Kline, the third speaker, told 
his audience that in order to execute 
their management functions properly, 
they must possess two qualifications: 
the abilitly to analyze, and the power 
to judge. 
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Twenty-five Rules For 
Training New Employees 


At Associated Transport Inc., New York, one of the 
largest trucking concerns in the east, hundreds of em- 


ployees each year undergo training courses in subjects | 


that range all the way from accounting procedures to 
motor maintenance. To aid its instructors, Associated 
Transport has prepared a 30-page manual on teach- 
ing methods which is built upon 25, basic points, As 
a service to readers whose companies engage in train- 
ing programs of their own, “Office Management and 


Equipment” herewith reprints these points as they | 


appear in Associated Transport’s manual: 


1. “Get the ice broken” at the opening of a course 
or the beginning of a lecture. Express your appreci- 
ation of this opportunity to discuss your topic. Ex- 
plain that the use of the principles you are about to 
present to your students will result in a reduction of 
their problems, and will lessen their work and wor- 
ries. Indicate that this is an informal group and that 
you will welcome questions and comments. 

2. Know your subject “cold.” Have clearly in mind 
the objectives and content for the session. Prepare 
a brief outline. Follow it. 

3. Always be on time. Start on time. Close on 
time! 

4. Be respectful about anything you may have to 
say about other instructors. Never make derogatory 
remarks about them. 

5. Radiate enthusiasm for your “Cause.” Try to 
generate an equal enthusiasm in the members of your 
group. If you really believe that yours is a “Cause,” 
it will be “caught” by many of the people in the 
group. 

6. Outhine what you propose to present. Know how 
far along in your topic you should be at any given 
time. Operate on a time schedule! 


THE FEWER CONCEPTS, THE BETTER 


7. Avoid including too many things in your session. 
It is better to “put across’ a few important points 
thoroughly than to skim over a large number of 
concepts. 

8. Have ready your necessary accessories—notes, 
materials, demonstration items, and so on. 

g. When the members of your group demonstrate 
that they have learned, that is still not enough. Get 
them to do something about it! Throughout your 
presentation, supply real motivation! 

10. Insure the development of a good attitude in 
the group toward you, their leader. Success in learn- 
ing is often determined by the learner's attitude to- 
ward the instructor. 

11. Capitalize on the knowledge and intelligence 
that exists in the minds of the people of your group. 
Their combined training and experience will supply 
quantities of valuable ideas. Let the group (and 
yourself) benefit from group discussion. 


12. Don’t let yourself or the discussion be side- | 


tracked. If an item is brought up which is scheduled 
for later discussion, simply say so, and resume the 
current point. Tactfully evade irrelevancies. Stay on 
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Hoot, mon, here’s a gr-r-and one! The erasers 
that correct mistakes written in any language—clean 
and quick as the breeze blows the mist from the 
moors! A Scotsman—and any man—will tell you 
the same. That’s why everybody wants these world- 
famous erasers. That’s why your office folks will 
welcome them. Your stationer has Weldon Roberts 
Erasers in many styles suited to your specific erasing 
requirements. 


No. 85 TITIAN. Large velvety 
soft pink pencil rubber with 
convenient double-bevel biased 
ends. An immensely popular 
style, 


No. 900 SUEDE. Makes quick 
erasures on any kind of paper. 
Its softer gray texture and 
slightly octagonal shape con- 
tribute to its wide popularity. 
(No. 9000 Suede Whisk is the 
same eraser with a whisk-brush 
attached.) 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Correct Mistakes in Any Language 


ce 
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Any time and every time... 
the YELLOW BOX LINE is best! 


Time-tried.. . quality-proved 
. ve USer-preferred! 


In millions of offices Oakville’s Yellow 
Box Line of paper-fasteners is always 
specified as the standard of quality, 
uniformity, and full count. Office Man- 
agers simplify their buying, stream- 
line their inventory, and lower their 
handling costs by obtaining the com- 
plete assortment of Yellow Box items 
they need at one time—with one order 
—on one invoice—in one shipment. 
Best of all, these little time-savers 
keep workers happy, save their time! 


Standardize on the Yellow Box Line 
—the line that’s best for you! 


100% and 150% 
\ NNIVERSARIES 
Bo! 


OAKVILLE COMPANY DIVISION | 
SCOVILL MANUFACTURING COMPANY | 
Waterbury 20, Connecticut - 
New York © Philadelphia © Boston * Chicago © San. 
In Canada Brown Bros., Ltd., Toronto 2 


ES Ta eae ean 


the straight track! There are many topics of discus 
sion which would be interesting to discuss. But if you 
are to complete your topic in the time allotted, yoy 
must stick to the subject. 

13. Don’t “talk down” to the group; you will insult 
their intelligence and antagonize them. Don’t “high 
brow” them by talking “over their heads.” Use their 
language. Avoid using unfamiliar words and expres 
sions. Explain technical terms. Napoleon gave three 
instructions to secretaries who relayed his messages: 
1) Be clear! 2) Be clear! 3) Be clear! 

14. Be as emphatic as necessary, especially in sum. 
marizing, but don’t “orate.” Appear to talk to each 
member of the group by moving your eyes frequently 
from one to another. 

15. Make your ideas palatable. Use illustrative 
stories—humorous, if possible—that “clinch” a point, 

16. Speak clearly and distinctly. Be heard by all 
present. Remember that your group has only one op 
portunity to hear what you have to say. If they don't 
get it the first time, they never will. 

17. Be respectful toward even the least intelligent 
member of your group. Never humiliate a man in 
the presence of others. Find something good in his 
remarks, or at least tactfully avoid comment. 

18. Avoid eccentricities in personal habits. Avoid 
twirling or handling small articles; don’t fix your tie, 
scratch your anatomy, nor stroke your chin. Don't 
smoke or chew gum while instructing! 

1g. Show real interest in the viewpoint of the men- 
bers of the group. Show that you appreciate their 
contributions to class discussion. 

20. Ask direct, specific questions of the group as a 
whole, expecting volunteer replies. If no one answers, 
wait a few seconds, then address one person by name 
and ask him if he has a suggestion or idea to offer. 


BE PATIENT, POISED 


21. Maintain patience and poise. Remember that 
self-control is the first mark of the truly mature 
person. If you find yourself doing something wrong, 
don’t betray yourself by excitement or self-criticism. 
Correct yourself—unobtrusively. 

22. Use the blackboard in an organized manner. 
Write and draw clearly enough for all to see. Stand 
so the group can see your sketches or notes while you 
explain them. 

23. Stay around for a few minutes at the intermis 
sion after each session. Some of the members of the 
group may have matters they want to discuss. Both 
you and they will benefit from talks after the formal 
session has closed. 


24. After you have left the group, analyze what 
you have done. Ask yourself what you did wrong, 
what you can do better, what you forgot to do, and 
so forth. Only by self-analysis and self-criticism can 
you improve yourself. 


25. Review your own performance as an instructor. 
Ask yourself the following questions: Did I achieve 
the objective of the lesson? Did the lesson plan ade 
quately cover the subject? Did the students master 
the lesson? Should any phase of the lesson be re 


taught? Would other teaching methods have pro 
| duced better results? 
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Modern Office Costs 


(From page 33) 

If you are working at a desk with varying brightness 
contrasts in the desk top, the paper, the office ma- 
chine, the floor, and the surrounding background 
areas, the eye muscles controlling the iris become 
overworked, resulting in, first, eye fatigue—and next, 
general body fatigue. The individual may not be 
aware of what is happening, but his activity slows up, 
or stops entirely. If this condition goes on for months 
and years, definite damage to the eyesight can be the 
result. 

The nearest approach to even illumination can be 
achieved through the luminous ceiling. If you should 
be in New York, the new building at 260 Madison 
Avenue, between 38th and goth Streets, has a good 
example of luminous ceiling in the lobby. 

In the luminous ceiling, you have a glimpse of 
what will be found in the office of tomorrow. It is 
already here and applicable in areas where some 
measure of sound control can be achieved through 
other means than acoustical ceilings. 

Ihave been told there are at least two research and 
development laboratories now working on techniques 
for sound control that can be applied in connection 
with the use of a luminous plastic ceiling. When this 
has been accomplished, you will have the means for 
producing almost perfect lighting for the office. 

In the office of today, light meter readings at desk 
level in work areas will read from a minimum of 35 
foot-candles up to 75 or more, maintained. In areas 
requiring close work, the readings will be from 60 to 
100 foot-candles or more. 


BENEFITS OF BETTER LIGHTING 


I said this series of articles was not going to be tech- 
nical. Here I have merely attempted to show that 
there is a difference between good lighting and poor 
lighting, and that the office of today will have good 
lighting. Why? Quoting from Dr. Matthew Luckiesh, 
the well-known illuminating engineer: 1) The per- 
formance rate of useful work rises. 2) Fewer errors 
are made. 3) Less time and fewer materials are 
wasted. 4) Eye fatigue, mental fatigue, and general 
fatigue are reduced. 5) Employees are kept at a high- 
er peak of efficiency for a greater part of the day. 
6) The accident hazard in areas like staircases, corri- 
dors, and storerooms is reduced. 7) There is a stimu- 
lating effect on morale. 

These are some of the benefits to be derived 
through good lighting, and should be of particular 
interest to the office manager, the personnel manager, 
the employee, and management generally. 

To the comptroller may I say: these effects have a 
definite bearing on the operating costs of the office. 
We are not concerned for the moment in the costs 
of good lighting. Of course it costs money. The 
better it is, the more it costs. But remember this— 


any additional power costs to produce the correct | 


level of illumination for tasks involved, as opposed to 
sub-standard levels, will be more than repaid by the 
benefits to be derived. 

Mr. Building Owner and Mr. Building Manager, 
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SHORT! 
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One-Time 
Carbon-Interleaved 


i. \ BUSINESS 
= ~ FORMS 
For SPEED... 


ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 


* 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


| Make your next office form a  Snapsasy- 


SOLD THROUGH DEALERS 
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For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


bier DEPT. M, GAVRIN PRESS BLDG. <7 
New Rochelle + New York 
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whether you like it or not, you will have to recognize 
that your tenants want modern lighting, and to keep 
your good tenants, to keep your building in top rent- 
al brackets, you must cooperate with your tenants 
and make available to them the means for good 
lighting. 

Now, to conclude these remarks about lighting, the 
whole point is: do we want it, or don’t we want it? 
If it is good, we want it. If you are going to have 
an office of today, you will have to have good lighting. 
Engage a good lighting engineer, or better yet, have 
your architect select an engineer and coordinate the 
project. Get your plans, costs, benefits, and advan- 
tages worked out, and sell your management—as the 
building manager I mentioned last month sold the 
radiant-heated sidewalk to his management. 


PARTITIONS KEPT TO A MINIMUM 


Partitions: The office of today will have a mini- 
mum of partitions. Before an area is to be enclosed 


for a work area, there will have to be pretty sound 
justification. The biggest single contribution to office 
flexibility is the elimination of as many partitions as 
possible. Not only will this reduce capital expendi- 
tures and alteration costs, but it will improve the ap- 
pearance of your office, and the effectiveness of air 
circulation. That will appeal to the comptroller 
from the cost viewpoint, and to every one else as well, 
with the exception, perhaps, of a few persons who 
may have had private offices which in the new think- 
ing cannot be justified. 


with partitions, whether it be for a private office or 


In general, our firm recommends masonry parti. 
tions for those private offices and service areas the 
location of which are more or less permanent. For 
all other areas, the partitions should be flexible—ip 
metal, wood, glass, or composition. 

Air conditioning: The office of today must haye 
some kind of air-conditioning. Every new first-class 
office building erected during the past five year 
either has a central air-conditioning installation for 
the entire building, or the necessary facilities whereby 
the tenants may have air-conditioning or not as they 
may wish. 


HOLDING GOOD TENANTS 


Beautiful older buildings like the Empire State 
Building and the Rockefeller Centre Buildings have 
been obliged to install air-conditioning to retain their 
good tenants. Many of our commercial buildings 
erected in the days gone by, when remodeled and 
brought up-to-date, are as good as and often better 
than new ones. I could cite many specific examples 
of building owners and managers who were able to 
retain good tenants on long-term lease renewals by 
modernizing their buildings, and unfortunately some 
other building owners who have lost good tenants to 
the newer buildings by failing to recognize the re 
quirements and demands of the office of today—and 
still others who are going to lose good tenants, unless 
they do something about it now. 

Underfloor ducts: Because these arteries which 
carry the wiring for high tension and low tension 
current are buried in the floor and cannot be seen, 


HP-6 Handi-pen 
One of the many 
models available. 


mW AUnREE 


pylsanV >. writing, without waste motion. Pen point is 
constantly in clean, fresh ink, thanks to exclusive Sengbusch 
“Capillary” inking. It writes the instant pen touches paper. 
Office workers appreciate the convenience of Handi- 
pen’s tremendous ink capacity, too. One Handi- 
pen filling equals 100 fountain pen fillings — 
eliminates constant refilling nuisance. No more 
messy, ink-stained fingers, either. 
You can equip your entire office with Handi- 
penatsurprisingly reasonable cost. Complete range 
of models for secretarial or executive use, all 
with variety of pen points for every writing style. 


n 


Ask your office supply dealer about 
Handi-pen today or write us to send 
you one on “10 Day Free Trial.” 


192 Sengbusch Bldg. © Milwaukee 3, Wisconsin 


Equip every desk in your office with a Handi- 
pen desk set and take the dividends in faster, 
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they too often are not given the importance they de- 
mand. In an old building, there is not much you can 
do about it. Many offices of today in older buildings 
had their floors channeled and the necessary ducts 
concealed when these offices were brought up-to-date. 
But in new buildings, the grid pattern for underfloor 
ducts can be so pre-planned that only the installation 
of a high or low tension insert is necessary to bring 
wiring to any possible desk or equipment location. 

I shall lightly pass over the remaining factors in 
office design. The office of today will have good floor 
coverings—carpet, tile, or both; good acoustical treat- 
ment in all areas—perhaps tile in work areas, and 
acoustical plaster in executive offices for esthetic rea- 
sons. It will have good painting in bright, pleasing 
pastel shades. It will have standardized furniture and 
equipment, where all desks in a single area are uni- 
form, and it will have decor which is in harmony with 
the character of the business. All these factors are a 
must in the office of today. 


SERVICE FACILITIES 


Service facilities: In planning the office of today, 
consideration should be given to every possible ser- 
vice facility. There are twenty or more of them com- 
mon to most offices. Provide yourself with a check 
list and carefully consider the need for each one in 
your particular business. The office of today will in- 
clude every possible service facility that can make 
office operations function more smoothly, or make the 
office a more comfortable and delightful place in 
which to spend half of your waking hours. 


General Lamps Mfg. Corp. Purchases 
Lamp Division of Faries Co. 

General Lamps Mfg. Corp., Elwood, Ind., recently pur- 
chased the Faries lamp division of Faries Mfg. Co., Deca- 
tur, Ill. Announcement of the sale was made jointly by 
O. Sacksteder Jr., president of General Lamps, and C. A. 
Laystrom, president of Faries. Definite financial details 
were not disclosed, but a spokesman for General Lamps 
said the price ran “well into six figures.” 

The purchase included only Faries’ lamp divsion. It did 
not encompass the other divisions of the Faries Mfg. Co. 

It was a direct development from a working arrangement 
which General Lamps had with Faries for the past year. 
Under this arrangement—strictly a manufacturing relation- 
ship—all Faries lamps were made in the General Lamps 
plant in Indiana. With the recent purchase, however, Gen- 
eral Lamps receives complete selling rights to Faries 
lamps, including rights to all tools, patents, good will, in- 
vestments, and accounts. 


Fireproof Drapery Material 
Introduced by Edwin Raphael Co, 

Drapery material made of synthetic fibers that are said 
to be “inherently” flameproof was introduced recently by 
Edwin Raphael Co. Inc., 118 W. Ohio St., Chicago. The 
new material, moreover, is described as having the appear- 
ance, feel, and draping qualities of wool. It will be market- 
ed under the name, “Infinity Fireproof Fabrics.” 

According to the manufacturers, the material will not 
burn or hold an afterglow “even when subjected to the 
most unusual heat and flame conditions.” The fabric is 
mildewproof and mothproof, they add, and will not shrink 
or stretch. The draping quality of the fabric was termed 
“exceptional.” The material is said to fall in soft folds and 
shows no buckling or “puckering”’ when stitched. 

Technicians of the Raphael Co. worked with those of 
Saran Yarns Co. and the Lumite division of Chicopee Mfg. 
Corp. to produce the fabric, which was designed by Marli 
Ehrman. 


THE WORLD'S 


LEADING DUPLICATOR SPECIALISTS SINCE _ 188! 


proudly present the 


MODEL 180 DUPLICATOR 


with the 


NEW BIGGER PRINTING AREA 


Taking all paper sizes from 


3"x 5" to 14x17" 


For full details and samples of work 
done on the model 180, write: 


The Gestetner 180, the stencil dupli- 
cator featuring double-legal printing 
area, incorporates many outstanding 
features ensuring easy, clean, and 
economical performance. 


Changing from very large to very 
small work is done simply and quickly, 
and the vacuum inking system—an ex- 
clusive Gestetner feature — provides 
even, controlled distribution of ink, 
regardless of the size of copy. 


GESTETNER DUPLICATOR CORPORATION 


The 180 model can easily be adapted 
to print from either Legal or Double 
Legal size Stencils. This allows for 
the preparation of double legal work 
on a standard typewriter. 


Designed and built by Gestetner 
craftsmen, the 180 is indispensable in 
offices and shops where there is a wide 
range of duplicating to be done. As 
with all Gestetner models, a full die- 
cut and photostencil service is avail- 
able. 


50 McLean Avenue 
Yonkers 5, New York 
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\ ug DESK DREAM 


COME TRUE! 
ate 


SKYLINER’S the desk to 
“wake-up” your office ...to give it a 
look of alert dignity. Make your dream 
of true desk economy a reality with 
SKYLINER Steel Office Furniture. Its 
longer life means lower cost per year of 


use. Write for name of your nearest dealer. 


Orna-Metal Products Co., 2412 So. Seventh St., St. Louis 4, Mo. 


AMA Conference 


(From page 31) 

The Office Management Division of AMA is con. 
ducting a series of five workshop seminars between 
September, 1952 and February, 1953. The meetings 
will be held in New York, October 1-3. 

The schedule of office management seminars is part 
of an over-all program of 80 small-group meetings to 
be held during the fall-winter season by the eight di- 
visions of AMA. In addition to office management, 
the fields covered include personnel, finance, general 
management, insurance, manufacturing, marketing 
and packaging. 

Each seminar is a discussion group of not more than 
fifteen executives under the guidance of one or more 
discussion leaders, meeting for three full days in ex 
ploration of a single area of management thought and 
practice. 

Among the principal subjects to be discussed at the 
AMA office management seminars are office budgeting 
and cost control; analyzing and appraising office oper- 
ations; manpower problems; records management and 
forms control; job evaluation and merit rating. 


PERSONNEL SEMINARS 


The AMA Personnel Division will conduct a series 
of twenty workshop seminars between September, 
1952 and February, 1953. Ten of these meetings will 
be held in Chicago, September 8-10; five in New York, 
November 19-21, and another five in New York, Janu- 
ary 28-30. 

Among the principal subjects to be discussed at the 
personnel seminars are organization planning and 
control, pension and employee benefit plan adminis 
tration, management compensation and_ incentives, 
criteria for determining and reporting personnel pro- 
gram results, collective bargaining and contract ad- 
ministration, supervisory training programs, manage- 
ment development programs, and personne] and in- 
dustrial relations research. 


INSURANCE SEMINARS 


The association’s Insurance Division is conducting 
a series of ten workshop seminars between September, 
1952 and February, 1953. Five of these meetings will 
be held in Chicago, October 8-19, and five in New 
York, January 21-23. 

Among the principal subjects to be discussed at the 
AMA insurance seminars are effective use of business 
interruption insurance; problems of handling com- 
pany losses and customer claims; increasing insurance 
department efficiency; analysis of insurable hazards in 
business operations; modern insurance buying; plat 
ning and preparing insurance records and _ reports; 
insurance aspects of the employee benefit program; 
proper application of excess, deductible and self im 
surance. 

Further information of these workshops can be had 
from AMA at 330 W. 42nd St., New York 36. The 
spring seminar program, covering the February-Juné, 
1953 period, will be announced during the fall. 

Formed in 1923, the association currently has 2 
membership of over 14,000. 
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SPA Meeting 


(From page 23) 


pleted Project,” George L. McKenna, Radio Corp. of 
America, and “Systems and Procedures in the Control 
of Fraud,” J. S. Seidman, Seidman & Seidman, accoun- 
tants of New York. 

An additional feature of this meeting will be a 
round-table discussion with John B. Joynt, American 
Enka Co., New York, as moderator. Here, a group 
of qualified systems people will discuss “Top Manage- 
ment and Its Systems Needs.” ‘Two other speakers 
will be E. J. Hanley, president of Allegheny Ludlum 
Steel Co., Pittsburgh, and James V. Fullerton, presi- 
dent of SPA’s chapter in Saudi Arabia. 


THOMPSON TO ADDRESS MEETING 


James Thomson, United States Steel, Pittsburgh, 
national president of the association, will be on hand 
to address the meeting. 

“With each succeeding year, management has 
watched the cost of clerical operations rise higher and 
higher,” Mr. Thomson said. “For the most part, this 
is attributable to Federal, state and municipal legisla- 
tion; the policy of many companies to obtain more 
accurate and more current information about their 
business and the industry in which it operates; as well 
as the feeling that more complex cost accounting 
methods are needed for improved management con- 
trol. The result is that managements are increasingly 
disposed to apply engineering techniques to office op- 
erations. These factors promise well for the systems 
man in whom is entrusted the soundness of a com- 
pany’s future procedures. Needless to say, it also 
promises well for American industry.” 

Mr. Thomson pointed out that the International 
Systems Meeting each year is unique in that all the 
sessions are devoted to the discussion of technical sub- 
jects, with no time given here to association business. 
Attendance is not limited to SPA members. 


TO DISCUSS TECHNICAL APPROACH 


Mr. Boz called attention to a new approach to tech- 
nical problems to be discussed at the meeting in the 
form of industry critiques of a very informal nature. 
He explained that these would be broken down along 
industry lines for the greater service of the individual 
member. 

F. Walton Wanner, Esso Standard Oil Co., New 
York, and J. W. Allen, City of New York, are assist- 
ing Mr. Boz. Edward Jennings, Esso Standard Oil 
Co., Elizabeth, N. J., is handling the registration. 

A committee headed by E. Fred Halstead, U. S. 
Pipe & Foundry Co., Burlington, N. J., developed 
the program. 

The Systems and Procedures Association, the young- 
est group in the management field, now has twenty 
chapters with a rapidly growing membership in 17 
cities, the great majority of which are located in the 
United States. 

Its membership, made up of approximately 700 
system analysts, is drawn chiefly from larger corpora- 
tions in this country and Canada—with one chapter 
as far away as Saudi Arabia. SPA is now five years old. 
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FOR VISIBLE RECORDS 
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ASK YOUR OFFICE SUPPLY DEALER, OR 


George B. Graff Co., Cambridge 40, Mass. 
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For Management Control 
(From page 22) 

tween each individual and his supervisor. There is 

no substitute for this understanding. You must have 

it to get results. 

In our plants, for example, our foremen feel it im- 
proves their own work to know more about the other 
fellow’s job. Our people know how American Enka 
is organized and what makes it go round. They are 
organization-minded. They now do their own organ- 
izational planning under sound organization prin- 
ciples. 

In setting up this organizational manual we were 
extremely careful to consider our people. The human 
being in our company is always a primary and im- 
portant consideration. And, as a result of combining 
personnel planning with organizational planning, 
many of our key people now are in much better jobs 
than they were before the organization change took 
place. 


PLANNING SYSTEMS AND PROCEDURES IMPROVEMENTS 


With a sound organizational structure we then pro- 
ceeded with our program to improve systems and pro- 
cedures. As previously stated, each of our department 
heads at Enka is responsible for developing an annual 
work program. The annual work program, which in- 
volves procedural improvements, is developed by the 
administrative engineering department. The steer- 
ing committee, which I referred to earlier, goes over 


the program. In setting up this program we looked 
at the company as a whole and we broke it down into 
twenty projects. 

Project No. 1 is supply and procurement. It covers 
all supply and procurement functions of our corporate 
offices and the plants. We start with the determina- 
tion of requirements in our plants, and we go through 
all the procedural steps in the process including requi- 
sitioning, purchasing, receiving, storing, issuing, etc.— 
winding up with paying for what we buy. That is 
the last step in that procedure. We examine pro. 
cedures on a functional basis regardless of the depart- 
ments concerned. In this project several corporate 
departments—purchasing, traffic, controller, general 
engineering, and several plant departments partici- 
pate. 

Project No. 2 is a study of finished product opera- 
tions. It has to do with everything we sell. We start 
with production planning which includes the sched- 
uling of production, sales orders, credit clearance, 
shipping the finished product, etc. And, we wind up 
with collecting the money for the things we sell. 
Again we apply a completely functional, not a depart- 
mental approach, in the analysis of procedures. Here 
again several departments participate in the study. 

The administrative engineering department mere- 
ly acts as the coordinator—and in no sense dictates the 
procedures that we develop. We almost go to ex- 
tremes to put our ideas into the other guy’s head so 
they're his and not ours. We go on that old slogan 
that the Quartermaster General promulgated during 
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THONAL 
Marking crayons 


STAONAL Crayons fill every bill be- 
cause they are made for every purpose. 
Waterproof or washable— permanent, 
semi-permanent or temporary, as re- 
quired—black, white or colors. 


No. 1 —For general checking 

No. 1—CT SPECIAL—For China, Tin and other 
smooth surfaces 

No. 2—For general marking and express packages 

No. 3—Bowling Alley crayon, round or hexagonal 

No. 4—For Glass, Cellophane, Plastics, Wax Paper 

No. 5—For Leather, Fabrics, miscellaneous marking 

No. 9—For marking Dry Lumber 

No. 11—For marking Rubber 

No. 29—For Green, Wet or Dry Lumber 


No. 295—For Silk, Rayon and similar fabrics 
Gold Medal Products Lead on Merit 


BINNEY & SMITH CO. 


4 East 42nd St., New York 17, N.Y. 
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TRADEMARK REGISTERED 


ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 


Easier, Faster! 


No one can be expected to type decently 
on a wobbly, slanting typewriter plat- 
form. But with a firm, self-locking Jac-a- 
desk, typing becomes 


easier, faster, less ggg $450 
noisy — mistakes i 
Reali JOBBERS 


WRITE 


e 


port standard height desk leaves. See 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 


pands from 16” to 30° 
—high enough to sup- 


your dealer today! Specify Jac-a-desk ! 
ee e 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. Sure grip 
rubber ends. Easy to stow. we 
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GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
IN CANADA: Underwood Ltd., 135 Victoria $t., Toronte 
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the war—‘You get a lot done if you don’t care who 
gets the credit.” 

Other projects include engineering administration 
—covering all of the paper work, both line and staff, 
in connection with new construction, additions, ma- 
jor changes in our plants; personnel administration; 
employees’ handbooks; foreman’s manuals; produc- 
tion planning scheduling and control; accounting, 
capital assets; internal auditing; machine accounting; 
administration of research; administration of tech- 
nical operations; plant administration; treasury ad- 
ministration; sales; legal and secretarial; industrial 
engineering; and last, patent administration for a de- 
partment of four people. Office management is a part 
of every project. 

You might ask, “why have a patent administration 
manual for four people? That's a lot of work for 
nothing.” Well, actually the patent department was 
one of the first to complete its manual. And, I have 
never seen a more enthusiastic department following 
the improvements made in patent administration in 
the progress of developing this manual. They wrote 
it entirely themselves. We merely gave it our blessing 
when it was finished and sent it to press. 

If you look at this list of projects in summary form 
(see chart p. 21) you will see these twenty proj- 
ects and twenty-two departments involved. For these 
twenty projects there are a total of sixty-nine depart- 
mental interests since several departments are con- 
cerned with many of the projects. 

Frequently we get the impression that most of our 
procedure work is in finance. If you’re in the manu- 


facturing business and analyze the paper work in 
terms of total personnel assigned in your company, 
you probably will be surprised to find about one. 
fourth of your people where procedures are impor. 
tant are in finance and about three-fourths of them 
in the rest of your organization. 

The summary chart is significant. With twenty proj. 
ects and sixty-nine departmental interests, it almost is 
necessary to have some coordinating agency above this 
departmental level where the work is actually done. 
That is a fundamental reason for a control section or 
administrative engineering department or whatever 
you call it. Coordination emanates from authority— 
in this case, the office of the president—but it is car. 
ried out on a purely staff basis. This staff position 
should never be violated. 

Our supply and procurement project broke down 
into eight-five individual jobs. We keep a record by 
job numbers, showing the individual procedure to be 
improved, the objective, who it has been assigned to 
and its status. It is surprising some of the things you 
bump into when you start looking at the paper work. 
For example, one buyer was buying for one plant, and 
another buyer was buying for another plant in a cen- 
tralized purchasing department. 

We organized the buying functions in the purchas- 
ing department on a commodity basis. We created 
a procurement planning section. We plan to set up 
for 1953 an annual supply program and we hope to 
contract for many items which we now issue individ- 
ual purchase orders for. We hope to buy at lower 
prices, lower our inventory, and have a more continu- 
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m not easy to satisfy!” 


“Take a good look at a girl who simply can’t 
do her best in a noisy, confused office. And 
that’s just the way it used to be around here 
before we installed VMP all steel Mobilwalls. 

My boss agreed that we really needed par- 
titioning, but I'm not easy to satisfy. I wanted 
the best partitioning money could buy. 

The boss isn’t easily satisfied either. He 
checked and compared every partition avail- 
able. His choice? Friend, when the Mobilwall 
story was laid on his desk, my boss saw the 
light. 

With VMP Mobilwalls, there’s no such 


Mobilwalls cut sound more than 51/2” 
plaster walls! 


Mobilwalls — the most complete line 
of partitions! 
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thing as making-do, because VMP manufac 
tures the most complete line of movable steel 
= There’s a size and style for every 
ayout, for every need. That's why with 
Mobilwalls you get custom-made partitioning 
without paying a cent extra. What's more, 
VMP Mobilwalls are flexible — easily ar- 
ranged and rearranged to suit your present 
needs and future requirements.” 


FREE: Mobilwall data sheets give valuable facts 
about efficient partitioning. Write today to Virginia 
Metal Products Corporation, Dept. OM 10, 1112 First 
National Bank Building, Pittsburgh 22, Pa. 


Virginia 
Metal Products 
Corporation 


PLANT: ORANGE, VIRGINIA 
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ous source of supply. Through improved procedures 
we hope to further reduce our administrative costs. 

At Enka the improvement of systems and _proce- 
dures is an important part of our management control 
program. It will take us, in all, about three years to 
thoroughly analyze our major procedures and install 
improvements. After that is done, there will be addi- 
tional refinements. 


FACTORS IN ADMINISTERING THE PROGRAM 


The influence of executive personnel—This sort of 
program will be effective only if it has the genuine 
backing of your top management group, and your top 
men. Furthermore, it cannot be organizationally 
subordinated and be successful. Over-all direction 
should be a part of top management's job to make the 
decentralized approach effective. It is essential to 
have the support of key executives who report to your 
top management group as well. 

Initially you may gain that support by some sort 
of an executive order. But you will maintain and 
sustain that support only if you can be helpful to your 
chief and to his subordinates in carrying out their 
responsibilities. 

Proper support and use of the program—That is up 
to you people who have the job to do. It’s the job of 
the individual in charge of the program to put it 
across. 

We hear a lot about this business of selling. It 
seems to me we have gone beyond the point of selling. 
At one time you used to “tell them.” Then we prog- 
ressed, and began to “sell them.” And now, through 


enlightened management, we have reached the point 
where we “consult them.” I think the pure selling 
days are somewhat a thing of the past. You don’t just 
come in with a complete new blueprint of the other 
fellow’s job all laid out and expect him to like it. You 
have got to consult him while you are working on it. 

A proper management philosophy—What do we 
mean by management philosophy? It is the basic goal 
of our company. Without these goals, our objectives, 
plans, policies and procedures cannot be fixed. At 
American Enka our basic goals and objectives are laid 
down by our president, Mr. John E. Bassill. They 
appear in the May issue of Dun’s Review in a 4,000- 
word article entitled, “Blueprints for Presidents.” 

Not so long ago, I was talking before a systems 
group. They picked the title of the talk. It was “The 
Ideal Systems Unit,”’ and there is nothing closer to my 
heart than an ideal systems unit because systems was 
my first love in business. But I told that group that 
the ideal systems unit would be no more effective in 
an organization that did not have a proper manage- 
ment philosophy than a rowboat in the Atlantic 
Ocean. You don’t get to any place unless you have got 
proper thinking topside first. 

Reach an agreement on objectives and basic prin- 
ciples—Before we attempted to make any major or- 
ganizational changes in our company, we first reached 
agreement on the basic principles of organization. We 
felt that unless we had agreement on basic principles, 
we would have no solid foundation upon which to 
build change. Talk to a person about a personnel 
change without sound principles and see how vul- 


Eliminate “TYPEWRITER-ROCK” on secretarial desks! 


NEW | 
FIRM-BASE SUPPORT 


for desks with disappearing 
typewriter platform 


ANOTHER 
JACKSON DESK FIRST! 


| 

I 

| 

I 
WORKS WITH A FLIP OF THE WRIST >! _ 
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The problem of “typewriter rock” with heavy 
typewriters has been solved by Jasper Office Fur- 
niture Co. for desks with disappearting typewriter 
platform. The new Firm-Base support is a self- 
storing device that folds out of the way when the 
desk is closed. It drops into vertical supporting 
position when the platform is pulled out for use 
of the typewriter. 


ne 


This new feature is available now on Jackson 
desks. It is available, also, as an attachment for 
any and all wood desks having interlocking, dis- 
appearing typewriter platform arrangement. 

See your Jackson desk dealer for a demonstration 
of the new “Firm-Base” support. Or, write to us 
for descriptive literature. Make a note on your 
calendar pad, now, while you're thinking about it! 


JASPER OFFICE FURNITURE CO., Jasper, Indiana 


October, 1952 
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THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


wile.O foliar 


“1. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the — and accuracy with 
which your records are filed and — instantly 
available for reference. Your clerks will so. 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


use {DUR copy 


an Save: 


You and other subscribers to “Office Management” have 
been sent a copy of our 64 page catalog illustrating in 
almost actual size 494 ready-to-use office forms ranging 
from “while-you-were-out” slips to complicated bills of 
lading. These ready-printed forms can save you most of 
the cost of expensive specially printed ones. 

You can buy these forms direct from us by mail or from 
your office supply dealer who has, or can get, the entire 
“World-Wide” line. Either way you save money. Use your 
World-Wide Catalog and order today. 


en’ 


Office Supplies 


¢ 231 S. Jefferson Street 


peer 


oto WORLD-WIDE: 


nerable you are. Go to that same person with a pro. 
posal based on sound principles and see how sound 
you are. See which approach will gain acceptance, 
Reaching agreement on basic principles is the first 
essential to reaching agreement on change later. 


Develop over-all plans and specific proposals—t like 
to emphasize the planned program approach toward 
improvements and not this little old “putting-out-fires 
approach.” If you have a company-wide program, no 
department head will think you are pointing a finger 
at him. A planned approach pays dividends in the 
long run. 


Securing concurrence—Obviously, before any change 
is made, we secure concurrence of all individuals con 
cerned. ‘Through our concurrence procedure we auto 
matically obtain participation. We have organized 
and planned for participation and we operate that 
way. 

Maintain morale during periods of change—The 
most difficult time as far as personnel relationships are 
concerned is during the process of change. The extent 
to which you can gain participation in the develop. 
ment of improvements has a tremendous bearing on 
that. particular point. We found many times that 
people were quite skeptical about a certain thing until 
they were brought in and made part of it. 

Not in Enka but in another company, J remember 
a case where we had to eliminate a department en- 
tirely. And who did we get to do the job but the de- 
partment head himself. Why? Because he could do 
it better than anyone else. He first had to be con- 
vinced that it was good for the organization as a whole, 

In making changes, we make certain that no one 
is harmed. Our people benefit by change. 


REFLECTS FUTURE MANAGEMENT TREND 


This sort of program is somewhat new and to some 
people it may be somewhat revolutionary. I do be- 
lieve, however, it reflects a management trend for the 
future. Our experience has been that initially there is 
considerable doubt and skepticism. It is based largely 
on lack of understanding, on fear. It is quite difficult 
to gain acceptance until you have an opportunity to 
work with people. When you have this opportunity, 
their attitudes change. Then, there is a very evident 
desire to participate and to do it more and more en 
tirely by themselves. This is our basic objective. 

Let me finish by pointing up a few basic things that 
are important if you are considering this or similar 
type of program. 

Number one, you must know what you want to do. 
In my book, “know-what” comes first. 

Number two, you must have a genuine desire to do. 
it. You don’t get results unless you really want to do 
something. It would be very foolish just to go through 
the motions. 

Number three, you've got to have “know-how.” I 
think “know-what” and desire are even more impor 
tant than know-how. Know-how is important but you 
can get the know-how to do anything in this country. 

Number four, you must have management support 
—and it must be genuine support, not lip service. 

You need competent personnel, but you don’t have 
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aper makes a difference! 


EAGLE-A! 


When you want paper that will 
create a smart, lasting impression 
|} +++ When you want paper with 
snap and crackle — combined with 


| fine typing and erasing qualities — 


Pe a 


just say to your stationer, “Give 
me Eagle-A.” 
a For letterheads, second sheets, 
4 . onion skins; legal and testimony 
S | tuled, printed “copy” or manu- 
5 | script covers — the highest quality 
‘ | is assured when you specify 
| Eagle-A. Always look for this 
| famous trade mark — symbol of 
2 


)| highest quality standards. 


Write for samples. Address Dept. 2 


sa, 2 : eu 
OLYOKE MASSACHUSETTS 
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aluminum 
chairs 


It is possible that you are continually paying for 
new office chairs without actually having con If 
you are paying for excessive maintenance, and if 
your office personnel is spending a great deal of 
time away from their work because of obsolescent 
seating, you are actually paying more than the cost 
of new chairs. 


Why not get the chairs you are now paying for— Ho 
why not get FINE-REST? 


Write for free descriptive literature and for the 
name of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating” 


IN orale 
ALUMINUM SEATING //oipotalien 


Dishibuler 46-50 W. 29t) ST., HM. 


AETNA SAFE 
METROPOLITAN v. & 
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Precision Locked 


STANDARD HEAVY DUTY 
OFFICE STAPLER 


a in 
modern offices 
everywhere 


re WKASTENER [0../NC. 


ONE JUNIUS STREET BROOKLYN 12, NY 


ANew Executive Duo! 


"SRS 


Hae Rada SSS 


So iy 


ees 


The busy executive finds ideal working facilities 
in this combination of an Executive Desk and 
Executive Credenza. Write us for the name of 
your nearest dealer. 


QUALITY guaranteed 
EFFICIENCY proven 
BEAUTY unsurpassed 


3 PRICE BRACKETS 
3 COMPLETE LINES 


P.O. BOX 1048 — OKLAHOMA CITY, OKLA. 
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them in your own organization—we developed ours, 

And last but not least, you must deal fairly ang 
squarely with the human relations problems that are 
involved. In the final analysis we are not an orgap. 
ization of chart boxes. We're an organization of peo. 
ple with common desires, common objectives, and 
common wants. 

I am certain you and I have this common want: We 
want to make our companies better. We want to pro 
vide a greater return for our stockholders. We want to 
give our employees every satisfaction. We want 
be good citizens not only in New York City but m 
tionally. 

And, whether we're personnel managers, factory 
managers, credit managers or office managers, we're 
part of management and we will accomplish these 
over-all objectives by working together. 


Arthur D. Little Inc. 
Opens St. Louis Branch 

Arthur D. Little Inc., consulting industrial research and 
engineering firm of Cambridge, Mass., last month opened 
mid-west offices in St. Louis. In an announcement of the 
opening, made by the firm’s president, Earl P. Stevenson, 
it was indicated that the new branch would serve as a base 
for the organization’s technical survey work in economics 
and market research for the mid-west. 


(\ zsuoeser &B 


Chosen to head the branch was Kansas City-born John 
R. Kirkpatrick, an Arthur D. Little executive recently re 
sponsible for industrial development activities on behalf 
of the Puerto Rican government. Mr. Kirkpatrick, a grad- 
uate of the Massachusetts Institute of Technology, was ac- 
tive in the American Marketing Association and recently 
served as membership chairman of the New England 
chapter. 

Arthur D. Little Inc. is also represented in New York 
and Mexico City. 


Kalistron Inc. Offers 
New Upholstery Fabric 


A new fabric-backed plastic material, suitable for up 
holstering office furniture, was introduced recently by Kali 
stron Inc., 55 W. 44th St., New York. The new product 
undergoes a “blanchardizing” process during manufacturé, 
a process that covers the color and finish of the material 
with a clear vinylite plastic sheet. In this way there is m0 
glaze or print to wear off, Kalistron points out, nor is ft 
difficult to keep the material clean. 

The new product is manufactured in rolls 54 inches wide 
and in nine colors: pine green, hunter green, forest greeh 
pastel green, red, brown, dark red, antique brown, and gui 
metal. 


Personnel Testing Institute 
To Be Held in Chicago Oct. 13-17 


A one-week intensive course specifically organized for pet 
sonnel and employment managers is scheduled for Oct. 13-# 
at the La Salle Hotel, Chicago. The course, which will special 
ize in analyzing tests and testing procedures, features a how-t& 
do-it, project method of teaching. It is under the joint supef 
vision of Dr. Joseph Tiffin, professor of industrial psychology 
at Purdue Umiversity; Dr. C. H. Lawshe, professor of ps 
chology at Purdue and author of Principles of Personnel Test 
ing; and Dr. William J. Giese, industrial psychologist. Tests 
to be discussed include those for mental ability, mechanical and 
clerical aptitude, typing and stenographic proficiency, and dex 
terity. 

Tuition for the course is $250 per person. Enrollment is 
under the supervision of William Giese and Associates, 105 W. 
Monroe St., Chicago. 
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NWO USE 
LOOKING, 
OSCAR ,,,. YOu 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate the time and expense of addressing, also chances 
of making errors. 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 


THEN—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 

faint” 


Write for samples and prices. 


 ¢ 


igitt 


pes. Est, 1902 


Another Vanguard Leader N 
HANDSOME, STURDY, ALL-STEEL 


UTuLITY CABINET 


SUITABLE FOR EVERY 
HOME AND OFFICE 


Wins immediate favor for its 
rugged utility and streamlined 
good looks! Made of husky fur- 
niture-gauge steel throughout, 
with permanent boked-on en- 
amel finish in choice of Office 
Gray or Green. Fiush-mounted 
door has genuine Yale lock 
with two keys to protect valu- 
ables, important records, etc., 
in roomy interior. Rounded cor- 
ners and brass-finish handle 
emphasize modern styling, and 
Prevent injury or damage to 
clothing. 


AVAILABLE FOR 


IMMEDIATE DELIVERY — 
ORDER NOW! 


Made by the 5 
Manufacturers of the , Sail! Co 
van oo ts 4 Manupacliring . 
VARD 
Stee! Transfer Files a SOULtYAEO 
cH : 


CAGO 4 1th ERE: 


Bolumbus 1492 Ese N&2 + 


€ AW. FABER 68) 


T 
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ON YOUR OFFICE TEAM 


ERAGERSTING 


For Pencil and 
Carbon Paper Marks. 


The All-American office team of 
COLUMBUS 1492 pencil and wood-encased 
EraserStik 7099 and 7099B (with brush) 
now has 2 new members....EraserStik 
7077 and 7077B—the new, better way 
to erase lead pencil and carbon paper 
marks. Insist on original EraserStik. 
Accept no substitutes. 


(LW FABER- CASTELL 


PENCIL COMPANY INC NEWARK WN J 


7077 and 
70778 


v.s.a.7077 B 


ERASING 


{ (OR PENCIL 


Because of the im- 
portance of this 
message, space 
contributed by 
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Buy Christmas Seals! 
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The Acco Fasteners 
in Accopress Binders 
bold from 2 to 2000 
sheets, Capacities 


. 
from 1 to 6 inches. with 


™ | ACCOPRESS 


f all 
BINDERS 
7 Accopress Binders are the economical loose leaf—or 
i permanent—means of binding all your business 
rs papers. Made of fine pressboard. Long in life. Low 
we in cost. Stack flat. They insure permanent safety for 
all records—letters, orders, contracts, invoices, re- 
ports, etc. Choice of many styles and sizes. Ask your 
stationer. 
ACCO PRODUCTS, Ine. 


Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


FASTENER 


These racks built 
in 36 garment 


WARDROBE UNIT 


shipped assembled — electric welded joints 


Serv-Mor has everything . . . it’s neat, 
attractive, strong, spacious, compact! 
Handles more garments in less space 
for offices, schools, institutions, ¢ 
es, motels, hotels, club-houses, restau- 
rants, halls. Sold in standard and ‘cust 
sized units, floor models and wall 
Is. Wall units can be mounted any 
height from floor for best serving 
school children or grown-ups. Write for 
complete information. 


—SS 


APPLIANCE PRODUCTS CO. 


2034 JENIFER STREET *© MADISON 4, WISCONSIN 


Ob a a a 
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CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


For Sale and To Buy, Used Equipment 


—., 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand 
visible cabinets, wood and steel, Addressograph cabinets and _ trays; 
ledger trays, steel and insulated. Reconditioned first-class. Special prices 
to dealers. We also buy this equipment. Universal Office Equipment 
Co., Inc., 7 Waverly Place, New York 3, N. Y. GRamercy 3-374], 


WANTED—ALL TYPES Office Machines, Filing Equipment Furniture, 
Kardex, Acme Postindex. Will pay more than trade-in allowances. Write, 
wan, Poa CAnal 6-2054. National Office Equipment Co., 487 Broad- 
way, N. Y. 


FOR SALE: Two mobile Tabracks NO. 302; capacity 81,900 tab cards. 
One mobile _Tabrack NO. 304; capacity 163,000 tab cards. All in gray, 
like new. Located in Eastern Wisconsin. Bargain prices. Photo sent 
upon request. OM138. 


VISIBLE EQUIPMENT bought and sold and exchanged. We special- 
ize in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe 
visible cabinets, as well as other makes. All our equipment is fully 
reconditioned and guaranteed. Please write and tell us what equipment 


you need or have for sale. Heineman Office ui nt Co., O.M., 4 N, 
oth St., St. Louis, Mo. er . 


Positions Wanted 


OFFICE POSITION WANTED: Commercial artist, versatile, exper- 
ienced, fully capable of handling any job involving art work or typog- 
raphy from start to finish. Company house organs, reports, manuals, 
brochures, booklets, letterheads, advertisements, direct-mail pieces, graph- 
ics, maps and display set-ups of all kinds. All-around knowledge of 
visuals, layout, paste-up, type-fitting, color separation overlays, finished 
art for offset, airbrush, photo-retouching, hand-lettering and general pro 
duction know-how. Box OM139. 


EDITOR, HOUSE ORGAN. Well rounded experience in all phases of 
magazine production. Good writer. Familiar with home economics, fur- 
nishings, education, school buildings, school supplies, architecture, oil 
products, science, medicine, agriculture. Address all replies to OM 141. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be located. 


OFFICE MANAGEMENT 
& EQUIPMENT 


The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
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National Business Show 
(From page 27) 


picture theater where exhibitors can present films on 
the proper application and use of their products. 
Showings will be at stated intervals each day, a spokes- 
man for the show explained, adding that “the business 
public attending the show will be better able to see 
how the newest techniques can contribute to further- 
ing the efficiency of their own offices.” 


The show, which previous years occupied only two 
floors of Grand Central Palace, has this year spread 
out to cover all four. The additional floors will be 
utilized by firms such as Otis Elevator Co., Shell Oil 
Co., General Electric Co., and General Foods Corp. 
for the purpose of expounding the theme of the ex- 
position—“Invest in America.” 

Their aim, stated earlier this year when plans for 
the show were developing, is to tell “the story of the 
American free enterprise system and how it has con- 
tributed to the nation’s present greatness.” This 
month’s show, one spokesman added, will teach the 
nation that none of its great material wealth could 
ever have been manufactured without the tools of the 
office machine and equipment industry—tools which 
soon will be placed on display for all to see. 


Typed Errors Removed with Pencil Eraser 
On New Millers Falls ‘Express’ Stationery 

An ordinary lead pencil eraser can remove typewritten 
errors made on new stationery developed by the Millers 
Falls Paper Co., Millers Falls, Mass. Called “Ezerase,” 
the paper is said to retain an unbroken surface after an 
erasure is made, and to leave no smudge mark to indicate 
a corrected error. 

Ezerase is manufactured in four weights—9, 13, 16, and 
20 pounds. According to the Millers Falls Co., it is suited 
to either offset or letterpress printing, folds well, and re- 
tains its color. Available in standard cut sizes of 8% x 11 
inches, 814 x 13 inches, and 8% x 14 inches, Ezerase is 
made in white only. 


Arrow Fastener Co. Introduces 
New ‘All-Purpose’ Stapler 

A new steel stapler designed for use as a tacker and 
plier as well, was introduced last month by Arrow Fastener 
Co. Inc., 1 Junius St., Brooklyn. The new stapler, known 
as model II, is said to fasten up to 35 sheets of paper at 
once. Selling for $1.98, together with 1,000 staples, the 
device has a “reach” of 2% inches, a weight of 8 ounces, 
and loads 100 staples at a time. 


Precision built 
individually tested 


Great variety of models for 
home and office. Sole Distri- 
butor for U.S, A. 


Latest Model No. 4422L, brass, with 
adjustment for three variable 
points, short, medium and long, 
with leather case. 


Ceria 4-color pencils with push button. 

Decorated paper napkins from Germany. 

Lace paper doilies from England. 
Prompt Delivery 


FRED BAUMGARTEN, Exclusive Imports 


675 Cooledge Ave. Atlanta 6, Ga. 


VARiGRAPH 
LETTERING INSTRUMENT 


\pEnglish 
© VOGUE 


Now anyone can do perfect hand-lettering to fit 
any job. Varigraph letters more than 500 sizes 
and shapes from each of 113 type style templets. 
Write today. No obligation. Dept. 69 


VARiGRAPH co., INC. MADISON 


WISCONSIN 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 


Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


sect FOR ALL TRAVELERS 


"CHRISTMAS for the OFFICE” 


' MODERN 
« 
DISTINCTIVE 


Yes, everyone is 
proud of his name, 
and, customers like 
to know where cer- 
tain depts. are lo- 
cated. For friends 
and employees — 
our desk sign; for 
the office—our de- 


scriptive . Bank signs our specialty. 

The finest desk and descriptive signs made today. Laminated bakelite 
Plates set in attractively designed clear lucite bases. Made in four 
colors, grey, walnut, mahogany and black, all have white letterin 
Names are precision engraved into white core. Plates measure 9" x ie 
x'A"'; the base 9" x I'/2" x '/2", Write for prices. 


QUALITY PLUS, INC. 


MANUFACTURERS AND DISTRIBUTORS OF DISTINCTIVE SPECIALTIES 
N. Franklin St. Hempstead, N. Y. HEmpstead 7-6464 


——— 


LITHOSTRIP Planned 
Coin, somes sae! SES Lee 
Ta FORMS 


WRITE FOR FREE 


LITHOSET hoor long gon su out 


Handy, individual form sets with forms-bandling costs 
one-time carbon interleaving. 33% and more! 
the 
' AMERICAN 
LITHOFOLD 


LITHOFOLD CORPORATION 


Continuous fanfold forms, fully me YO See 


or partially carbon interleaving. Offices in Principal Cities 
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Youll always havethe “ght answer . 
with his UNDERWOOD SUNDSTRAND §& 
10-Key Adding-Figuring Machine 


Right you are ... getting your figure-facts from an 
Underwood Sundstrand Adding-Figuring Machine! 


And that goes for the preparation of sales data, pay- 
rolls, stock records, invoices and practically any other 
figuring job in your business. 


This machine is compact, precision-built . . . and 
equipped with the world’s fastest keyboard. 


Operation is simplicity itself! The 10 numerical keys 
are grouped under the fingers of one hand . . . and 
anyone in your office can quickly develop a smooth 
touch method. No tiring headswing. 


What’s more, the action of the machine is cushioned 


Copyright—-UNDERWOOD CORPORATION 


and quiet. Keys fit finger tips for increased ke 
accuracy ... and ease of operation. 


The price is right, too! So don’t wait any 
longer for the quickest, easiest figure-facts 
you ever had! 


Ask for a demonstration of the Underwood (a 
Sundstrand Adding-Figuring Machine . . . teal 
today. 


Underwood Corporation 


Adding Machines . . . Accounting Machined 
Typewriters . .. Carbon Paper . . . Ribbont 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 

Sales and Service Everywhere 
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